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INTRODUCTION 

The purpose of the Commun i ty College Management Inforniatjon System (CCMIS) 
Procedures Manual is to document the procedures, terminology, definitions, 
forms, and instructions which will be used by individual colleges. This Manual 
is basically a revision of the Community Col lej^e Management Information Syste^i 
(CCMIS) Procedures Manual > JuneniJ77 which documented standard reporting re- 
quirements for community colleges in Florida. 

The Division of Community Colleges is aware of the heavy reporting burden in each 
of the colleges and exercises every possible restraint not to add to that burden. 
In spite of these efforts, several reports have been added since the June, 1977 
version of the Manual (FE-1, FW-1 , AA-IE, AA-4, AA-5}. Two reports have replaced 
other reports (RF-1 replaced by SU-1 and OE 346-2 replaced by NCES 2404-1). One 
report has been deleted (Program Budgets). 

In order to achieve the best possible update of the Manual* a CCMIS Task Force 
was established to represent the colleges, other organizations in the Department 
of Education and the Division in the updating process. Members of this Task Force 
are listed in Appendix C. Their efforts are gratefully acknowledg*?d; their contri- 
butions to this update have been invaluable. 

In addition, the Division of Community Colleges has received numerous suggestions 
and recommendations regarding specific aspects of the Manual. Many of these also 
have been incorporated into the Manual* It is our belief that this revision both 
clarifies and simplifies procedures, terminology, etc. Further, the Division 
attempted to include all State and_ Federal reports which are Part of on-going data 
collection efTorts and required from most colleges (see Appendix B). 

The primary objective of the reporting system is to insure the comparability of 
information submitted by each college. The following conditions must exist for 
the information to be comparable; 

A. Data are arrayed in a cotTHnon structure. To accomplish this, most 
reports are organized to collect information in the format of the 
Community College Information Classification Structure. This will 
provide a common thread running through the information collected. 

8. Data are inserted in the structure using standard procedures and 
classification provided by the Statewide Course Numbering System. 

C. Data elements are defined in the same way. 

D. Data are aggregated and summarized using the same procedures. 

With the uniform applicjiion of the information classification structure, pro- 
cedures and definitions by each college, comparable inforniation and an improved 
information system should be obtained to better serve the colleges and the 
Division. 
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SECTION 2 

THE COMMUNITY COLLEGE INFORMATION CLASSIFICATION 
STRUCTURE (CCICS) 

Purpose of the Structure 

The Community College Information Classification Structure (CCICS) is one of the 
most important characteristics of the Comnunity College Management Information 
System, It is the integrating feature of the system which provides a thread of 
continuity required to interrelate various types of information. The structure 
is the comnon framework for classifying information by function and activity. 
Since there are twenty-eight (28) cornnunity colleges in Florida with various 
organizational structures and operational patterns, it is necessary to establish 
a standard structure as a communications base for the State-level information 
system. The use of the structure to group comnon functions and activities provides 
the necessary uniformity without impinging on or reducing the college's freedom 
of operation. The CCICS, therefore, provides a comnon basis for describing and 
comnunicating the functions and activities carried on in the Florida Comnunity 
Colleges, 

Characteristics of the Structure 

The following are the basic characteristics of the CCICS; 

1, Classification of All Functions and Activities - The structure was 
designed to include all functions and activities carried on by the 
comnunity colleges. It was organized so that each specific activity 
can be classified in only one component in each level of the structure, 

2, Hierarchical Structure - The CCICS was constructed as a multi -level 
structure to provide a basis for classifying, grouping, and summarizing 
information. It was felt that the State-level information base should 
not include detailed data. However, there should be a structure which 
would provide for standard data elements in instructional data bases 
which can be aggregated to an appropriate level for routine reports 
and special requests, 

3, Integrated Information ^ One of the most important aspects of a good 
management information system is the ability to interrelate data or 
information. The CCICS provides a mechanism for relating the various 
categories of information (e.g., courses, programs, costs, expenditures, 
facilities, etc) to the function and activity groups of the structure. 
Furthermore, the CCICS is integrated with the Statewide Course Numbering 
System to improve uniformity of the reporting function. 

4, Standard Terminology and Definitions - Standard terminology and definitions 
are used to describe and define each component in the structure. This 
insures comparable classification and aggregation of data. 

The chart on the following page shows the top two levels in the CCICS; the Function 
and Subfunction levels. 



2.1 




1.0 
Instruction 



2.0 
Organized 
Research 



3.0 
Public 
Service 



4.0 
Academic 
Support 



5.0 
Student 
Support 



6.0 

Institutional 
Support 



7.0 

Physical Plant 
Operation & 
Maintenance 



8.0 
Student 
Financial 
Assistance 



1.10 Advanced & 

Professional 
1.30 Occupational 
1.30 Developmental 
1.40 Community 

Instructional 
Service 



JO Community 
Services 



4.10 Learning 
Resources 

4.40 Instructional 
Computing 
Service 

4.50 Ancillary Op. 

4.60 Academic Adm. 

4.70 Course & 
Curr1 culum 
Development 

4.80 Academic 

Professional 

Personnel 

QevelORfn^nt 



5.10 Social & Cult. 6 

Development 
5.30 Organized Ath. 6 
5.30 Counseling & 

Advisement 6 
5.40 Placement Servs. 
5.50 Financial Aid Adm 
5.60 Student Records 6 

& Admissions 
5.70 Health Services 
5.80 Services for 6 

Special students 
5.90 Student Service 

Administration 



.10 Executive 

Management 
.20 Fiscal 

Operations 
.30 General Admin. 

& Logistical 

Services 
.60 Administrative 

& Support 

Staff Service 
.70 Community 

Relations 
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Coding for the Structure 

The Information Classification Structure provides a hierarchical arrangement 
for classifying the functions and activities of the college. The following 
shows the five (5) basic levels of the structure; 



Hiera rchical Structure (Exanplc) 



Function 
Subfunction 




An eight digit code is used to Identify and classify information at the appropriate 
level in the structure. The following shows the arrangement of digits for each 
level: ' 



Function 


Sub- 
Function 


Cluster 


Category 


Subcal 


tego ry 


Special ~~~\ 
I.D. 1 


1 


2 


3 


4 


5 


6 


7 


■ 1 



The following describes the general coding standards for each type of information: 

1. Student Information * Information on students is related to courses/ 
disciplines and instructional programs. 

A. Course/Discipline Coding - Each course (credit and non-credit) 

offered by a college must be classified and coded according to its 
subject matter content. It should be noted that the course number 
is not Included as part of the ICS since it 1s the standard course 
number assigned by the Statewide Course Numbering System, 



IS 

Er|c 2.3 



Exampl cs; 







P f\Tn n n no n 
LpUIMpUnCn L 


1 + 


Pi iirtf* "i nn 
r u 11^ L 1 ui I 


1 Ho LrUL L 1 UTI 




Sii hf 1 inr f 1 on 

i^llLFI Ull^ L lull 


Arlvnucprf ^Y\f\ Prof p<;<;i nuA 1 




Cluster 


Natural & Physical Sciences 


1.11J9 


Category 


Physical Science 


Ul 1.1902 


Subcategory 


General Physics Course(s) 


1. 


Function 


Instruction 


1.2 


Subfunction 


Occupational 


1.23 


Cluster 


Health 


1.23.01 


Category 


Dental 


1.23.0102 


Subcategory 


Dental HVgiene Course{s) 



B* Instructional Programs - The educational objective of each 

student in an Occupational or Advanced and Professional program 
must be coded according to the ICS* The following examples 
illustrate the proper use of this classification and coding scheme: 



Code 


Level 


Component 


1. 


Function 


Instruction 


1.1 


Subfunction 


Advanced & Professional 


Kll 


Cluster 


Natural & Physical Sciences 


1.11.01 


Category 


Agriculture (Optional) 


1.1K0114 


Subcategory 


Forestry (Optional ) 


K 


Function 


Instruction 


1.2 


Subfunction 


Occupational 


U23 


Cluster 


Health 


1.23.01 


Category 


Dental 


1.23.0102 


Subcategory 


Dental Hygiene Program 


1.23.0102.0 


Special ID Used to identify each unique 




program if the first 7 digits are the same. 



The detailed classification structure for courses and instructional 
programs is presented in Appendix A. 

2. Personnel Information - This type of information is related to both 
resource utilization and salaries. 

A. Personnel resource utilization information is derived from an 
analysis and distribution of workloads. One dimension of the 
distribution is to the components of the ICS. For example: 

Distribution of a faculty workload assignment* 



1 . Function Instruction 

1.1 Subfunction Advanced & Professional 

1.11 Cluster Natural & Physical Science 

1.11.04 Category Biological Science 



ID 



2.4 



and 



1. 

1.2 

1.23 

K23.03 



CI uster 
Category 



Function 
Subfunction 



Instruction 
Occupational 
Health 
Nurs ing 



The above illustrates two things: 

(1) The distribution of a faculty workload may be to 
different subfunctions ^ clusters^ and categories, 

(2) The difference in the level of detail which is required 
for different types of information. The category level 

is the lowest level required for personnel resource information. 

Another example is the distribution of an individual workload for tne 
non- instructional functions: 

5. Function Student Services 

5.1 Subfunction Social & Cultural Development 



Again this illustrates an even higher level of aggregation which 
is used when classifying non-instructional personnel activity 
assignments in the ICS. 

8. Individuals and their respective salaries ^re not distributed 

to the ICS> rather they are identified only by personnel categories 
which reflect their primary assignment. However^ salary expenditures 
are distributed to the ICS in the personnel resource analysis 
distribution illustrated above. 

Financial and Cost Information - The Accounting Manual for Florida's 
Public Community Colleges - 1974 requires the consistent classification 
of activities (and organizational units) by function. This provides 
comparability at a high level of aggregation for both Budget and Annual 
Financial Repor*: information. The General Ledger classification code 
provides a scheme for classifying expenditure and revenue Information 
by type of transaction or account. For detailed classifying and coding 
instructions related to the financial reports (Annual Financial Report^ 
Operating Budget^ Quarterly Financial Reports^ etc.) refer to the 
Accounting Manual for Florida's Public Community Colleges . 

Cost Analysis Information goes to a much greater level of detail in the 
ICS than does the financial information. The basic unit costed in the 
analysis is the individual course. This makes it necessary that each 
course offered by a college carry the full seven digits of the ICS so that 
the cost data can be aggregated to higher levels. It is also necessary 
to associate (and crosswalk) organizational and personnel activities to 
the ICS in order to distribute expenditures to the appropriate cost centers 
in the ICS. 



and 



5.3 



Subfunction 



Counseling & Advisement 




Facilities Information - An inventory of college sitos^ facilities* 
and rooms (space) is maintained by the Division of Conmiinity Collocjes* 
The ICS code is used to identify the function for which the space is 
used; e.g. > 

A. Biology Laboratory - 1.11.0400 
8. Dental Hygiene Lab - 1.23.0102 

C. General Instructional Classroom - 1.00.0000 

D. Library - 4.10.0000 

E. Receiving Room - 6.40.0000 

It should be noted that one addHional code is used when classifying 
facilities. The code 5.0 is used for facilities used by auxiliary 
enterprises; e.g.» bookstore* food services* etc. 

The ICS code* along with the room use code» provides a means of 
classifying all types of space to an appropriate level of detail. 
An ICS code is not needed for site and facility records. 




The Community College Infonnation 
Classification Structure 



Relationship of CCICS with Statewide Course Numbering System 



The Statewide Course Numbering System (CNS) has been developed as a vehicle to 
designate Advanced and Professional (A & P) and Occupational Courses for the 
community colleges* The determination of this classification is made by the Division 
of Community Colleges and communicated to the colleges in the form of hard copy 
printouts* These printouts identify Community College A/0 Code and HEGIS (Advanced 
and Professional (A & P) courses) or USOE Number (Occupational Courses) for each 
community college course in the CNS* By using this method to classify A & P and 
Occupational courses, consistency in classification will be achieved. The same 
course taught in several different community colleges will carry the same A & P 
or Occupational desigration, HEGIS or USOE number. 

Every course has been identified with "A" or "0" to designate A & P or Occupational 
courses* The A or 0 designation is used to determine whether the HEGIS Number or 
USOE Number will be used in the translation to the ICS code . If the Community 
College A/0 code is '^A", the HEGIS Number will be used in the translation; if the 
Community College A/0 code is "0" , the USOE Number will be used in the translation* 

Determining ICS Codes for Advanced and Professional Courses (A) * Advanced and 
Professional courses will use the HEGIS Number as the basis for crosswalking to 
the seven-digit ICS code in the CCMIS reporting system* Using the following table, 
the full seven-digit ICS code can be constructed using the four-digit HEGIS number 
in the Statewide Course Numbering System* 



ICS 




Add 


ICS 


Cluster 




HEGIS Number 


Code 


1.11 Natural and Physical 


01 XX 


Agriculture and 




Science 




Natural Resources 


l.ll.OlXX 




02XX 


Architecture and 








Environmental Design 


1.11 .02XX 




04XX 


Biological Sciences 


1.11.04XX 




09XX 


Engineering 


1.11.09XX 




12XX 


Heal th Professions 


1.11.12XX 




19XX 


Physical Sciences 


1.11.19XX 


1.12 Fine and Applied Arts 


lOXX 


Fine and Applied Arts 


1.12.10XX 


1.13 Letters and Foreign 


IIXX 


Foreign Languages 


1 .13.11XX 


Languages 


15XX 


Letters 


1 .13.15XX 


1.14 Education 


08XX 


Education 


1 .14.08XX 



ICS 

Number 


Add 

HEGIS Number 


ICS 
Codn 


K15 Business and Mandgfnnont 


05XX Business ond Mtmaqnment 


1.15.05XX 


1.16 Mathematics and 


07XX Computer and Infonnation 

1 CI 

17XX Mathematics 


1.1G.07XX 
1.16.17XX 


U7 Social Sciences 


03XX Area Studies 
20XX Psychology 
22XX Social Scioncer. 


U:7.03XX 
1. i7.20XX 
1.17.22XX 


1*18 Other Disciplines 


06XX Communications 
13XX Home Economics 
14XX Law 

16XX Library Science 
18XX Military Science 
21XX Public Affairs 
23XX Theology 
49XX Interdisciplinary 


1.18.06XX 
1J8.13XX 
1.18.14XX 
1 J8.16XX 
U18J8XX 
1 .18.21XX 
lJ8.23yX 
1.18.49XX 



As examples^ the following Advanced and Professional courses will be translated 
into the ICS as: 



Institutional Institutional 

Course Number Course Title HEGIS ICS 



SPA 0101 Elementary Spanish 1105 M3.1105 

HUM 0287 Music Skills 1004 1.12.1004 

MAT 0230 Calculus 1701 K16.1701 

Oetermininq ICS Codes for Occupational Courses (0) . Occupational courses must use 
the USOE Number as the basis for crosswalking to the seven-digit ICS code in the 
CCMIS reporting system. It may be noted that the USOE Number is a t^n-digit number. 
The four rightmost positions of USOE !Jumber are zero and therefore insignificant for 
crosswalking purposes. Using the following table^ the seven-digit ICS Code can be 
constructed from the ten-digit USOE Number in the Statewide Course Numbering System. 
Beginning in the leftmost position of USOE Number^ the first two digits are translated 
into the three-digit ICS cluster identification. The next four USOE digits are used 
as is; the last four digits are ignored in the translation. The ten digits of USOE 
Number represent Handbook VI equivalents in most cases, 



2.8 



23 



V 



(Translate tho_first two USOE diffUs Into tho three di njt ICS cluster and use the 
next f'ournJSOE cQfji ts as is.) 



ICS 

Cluster 


USOE 
Number 






ICS 
Code 


1 .21 Agriculture 


oixmxm 


Ignore 
A 


— > — 


K21 .mx 


1 .22 Distributive 


04XXXXXXXX 






1 .22.XXXX 


1.23 Health 


07XXXXXXXX 






K23.XXXX 


1 .24 Home Economics 


09XXXXXXXX 






K24.XXXX 


U25 Office 


14XXXXXXXX 






1 .25.XXXX 


1*26 Trade and Industrial 


17XXXXXXXX 






1 .26.XXXX 


1 *27 Publ 7C Service 


27XXXXXXXX 






K27.XXXX 



As examples, the following Occupational courses would translate into the ICS as; 



Institutional 
Course Number 

PLS 0175 

SAM 0284 

LAE 0262 



Insti tutional 
Course Title 

Turfgrass Management 

Office Management 

Police Operations 



USOE 



ICS 



0105040000 
1 400000000 
270201 0000 



K21.0504 
K 25.0800 
1 .27.0201 



Until such time as all coirmunity college courses are carried in the CNS, the 
colleges will continue to place those courses not in CNS into the CCICS structure, 
according to guidelines presented in this and other sections. 
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The Community College Information 
Classification Structure 



Detail Definitions and Terminology 



l.XX.XXXX Instruction 



This function includes all formally organized activities designed for the purpose 
of transmitting knowledge, skills, and attitudes; i.e.» activities carried out for 
the express purpose of eliciting some measures of '^educational change" in a learner 
or group of learners* 



UX*XXXX Advanced and Professional Instruction 



This subfunction includes courses and instructional programs designed to provide 
the first two years of course work leading to an advanced or professional degree 
{bachelors, first professional, masters, etc.)* It includes both the general 
education and specialized lowei division courses necessary to complete a transfer 
degree program* It does not include non-credit courses, specifically designed 
compensatory {remedial ) courses , or vocational and technical courses {see definition 
for Occupational Instruction)* 

The following coding standards apply to Advanced and Professional programs and 
courses. 

Coding Instructional Programs : Each program of study {or degree tract) which 
provides the first two years of course work leading to an advanced and pro- 
fessional degree will be identified, classified, and coded according to the 
structure found in Appendix A, Part 1* Further, each student pursuing, or 
planning to pursue an advanced or professional degree will be identified with 
one of these programs based on their educational objective declaration at their 
most recent registration * One of the following two options will be used in 
program enrollmunt, placement, and follow-up reporting (aA Series) for Advanced 
and Professional Programs: 



1* Use each of the nine clusters; i*e*, 



1*11 Natural and Physical Science 

1*12 Fine and Applied Arts 

1*13 Letters and Foreign Languages 

1*14 Education 

1*15 Business and Management 

1*16 Mathematics and Computer Science 

1*17 Social Sciences 

1*18 Other Degree Programs (as specified) 

1*19 General Degree Transfer 

2* Use the single cluster of General Degree Transfer (1*19) for all 
students In the A*A* degree program* 

Although a college may use either of these two option?, it is strongly 

urged that the first option be used* When option 1 above is used, 

those students pursuing an Associate in Arts transfer degree, but who have not 

chosen a major, should be placed in the cluster 1*19*XXXX General Degree 

Transfer* 



Coding Courses - Each course offered by the college will be assigned the 
full 7 digit ICS code specified by the Division of Community Colleges* 
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25 



The followincj illustrates the rolatlonshit) between the cluster; ond CciL(?<jor1(!: 
(HEGIS Disciplines) for the Advanced and Professional Tunction; 



Coding 
Ml.XXXX 



IKOIXX 
,11.02XX 
,1K04XX 
.1K09XX 
.1K12XX 
JK19XX 



Clust ers/Catefj ories 

Natural and Physical Science 
Agriculture & Natural Resource:; 
Architecture & Environmental Design 
Biological Science 
Engineering 
Health Professions 
Physical Sciences 



,12.XXXX 
1J2 JOXX 



Fine and Applied Arts 
Fine and Applied Arts 



K13.XXXX 
K13J1XX 
1J3.15XX 



Letters and Foreign Languages 
Foreign Languages 
Letters 



K14.XXXX 
1.14.08XX 
1J4. 0835(1 ) 



Education 
Education 

Physical Education 



1 



IS.XXXX 
1J5.05XX 



Business and Management 
Business 3nd Management 



le.xxxx 

K16.07XX 
K16J7XX 



Mathematics and Computer Science 
Computer and Infomation Science 
Mathematics 



1.17.XXXX 
1.17.03XX 
K17.20XX 
1J7.22XX 



Social Sciences 
Area Studies 
Psychology 
Social Sciences 



1J8.XXXX 
1.18. 06XX 
1J8J3XX 
1.18. 14XX 
K18.16XX 
1J8.18XX 
1.18.21XX 
1.18.23XX 
1.18.49XX 



Other Disciplines 
Communications 
Home Economics 
Law 

Library Science 
Military Science 
Public Affairs 
Theology 

Interdisciplinary 



1.19.XXXX 



General Degree Transfer 



(1) This code is used only when classifying pfyrsical education facilities 
and space requirements. 
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] .7X Occij piUion al Instruction 



rhi% ^ubfunction includes all courses (credit and non-credit) and instructional 
[H'Dfjr (jn)s designed to prep;ire persons for an occupation without subsequent training 
or oducdtion in <in institution of higher education or to provide courses to upgrade 
job rehitod skills. Many of the courses classified as occupational instruction are 
trvin^.fcrable to a State university to apply toward a bachelors degree; however* they 
jre placed in this subfunction since they are required for an occupational degree or 
certifi cate because of their specialized content s This classification standard was 
aJoptoBT to provide consistent classification of those courses which serve both a 
transfer and occupational preparatory purpose. 

Itifj following coding standards apply to occupational programs and courses: 

When classifying and reporting occupational i nstructional programs , all eight 
digits of the ICS code are used to specifically identify each occupational 
program; e.g. , 



The eighth digit is used only to distinguish between two programs that have 
the same coding for the first seven digits. This usually occurs in those 
cases where there are degree and certificate tracks for the same program. 

The following seven clusters are used to further subdivide the occupational 
Subfunction: 



1.21 


Agricul ture 


1.22 


Distributive 


1.23 


Health 


1.24 


Home Economics 


1.25 


Office 


1.26 


Trade and Industrial 


1 .27 


Public Service 



The basic classification logic was adapted from USOE Handbook VI . However, 
instead of a category entitled "Technical" there is one called "Public Service." 
This provides a functional classification since "Technical" is considered a 
level of education. For the detailed classification and coding of the categories 
and subcategories refer to Appendix A. 

Although not a part of the basic ICS coding scheme, a special coding consideration 
for this subfunction provides that each occupational program of study (instructional 
program) and/or course will be identified according to the following categories and 
definitions: 

1. Post-secondary Technical (courses and programs of study) - This includes 
programs of study and their relateTcburses designed to prepare persons 
for employment at the technical level which is between that of the skilled 
and tb2 professional. These are usually two-year programs of study made 
up of college level credit courses which are, for the most part, trans- 
ferable. 



Automotive Mechanics 
Law Enforcement Training 
Forestry 



1.26.0302.0 
1.27.0201.0 
1.27.0700.0 




2.12 



Post-secondary Sk1lled/Sem1-Sk1lled {courses and programs of study) - 
This Includes programs of study and their related courses designed to 
prepare students for employment at a semi-sknied or skilled level which 
is between that of the unskilled and the technlcan. These are usually 
clock hour or Institutional credit programs and courses similar to those 
offered in area vocational schools. 

Supplementary (courses) - A course that Is organized for the purpose of 
upgrading persons who are currently or who have been previously employed 
in an occupational field or as a homemaker. This should not Include 
courses which are organized as a unit of a preparatory program of studies. 

Apprenticeship (courses) r A course providing occupational preparation 
for skilled trades as authorized by State and Federal legislation and 
usually conducted under the auspices of a joint apprenticeship committee 
representing labor^ management* and the school. 
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1,3X Oevelopmental Instruction 



This subfunction includes the courses and instructional programs designed to 
prepare persons for college entry. It also includes courses considered basic 
and general education at the elementary and high school level. It should not 
include occupational courses. 

It includes the following clusters: 

K31 Compensatory Instruction 

This includes courses and/or programs designed to meet the 
academic and personal needs of educationally disadvantaged 
students. These activities are intended to bridge the gap 
between secondary school and college for students with 
specifically identified deficiencies, 

1,32 Adult Elementary and Secondary Instruction 

This includes instructional activities in the following areas: 

1,32.1 Adult Basic Education 

K32.2 Adult General Education 

1.32.3 Literacy 

1.32.4 High School Completion for Adults 

1.32.5 Preparation for the General Education 
Development Test (GED) 



2.9 
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Community Instructional Services 

This subi^unction includes non-credit instructional courses designed to meet 
comnunit[/ needs or to provide recreational or leisure-time activities. Occupational 
non-credit (supplemental) courses should not be classified in this subfunction, 
rather they should be placed in the appropriate occupational category. 

The following two clusters are used to further classify community instructional 
services : 

1*41 Citizenship Instruction 

This cluster includes courses designed to solve significant 
community problftms identified by the local district board of 
trustees* These problems should be categorized using the 
following definitions: 

1.4K1 Environmental problems are those which relate to the 

development^ use and conservation of natural resources* 

1*41*2 Problems relating to Health are based on provisions 

for the development and maintenance of a physical and 
emotional health of the people* 

1*41*3 Safety problems are those which deal with the protection 
of the people against natural and man-made hazards* 

1.41.4 Human Relations problems relate to the interaction of 

groups of people in the community and to the need for the 
development and/or maintenance of a common set of values 
and aspirations* 

1*41*5 Governmental problems are those which relate to the 

organization and operation of agencies needed to maintain 
services to the people* 

1.41*6 Problems related to Child Reari ng are based on provisions 
in the community for rearing children and for the education 
of children^ youth, and adults* 

1.41*7 Consumer Economics problems relate to the consumption of 
goods and services* 

For a more detailed discussion of the terminology and procedures 
related to offering citizenship courses^ refer to "Guidelines for 
Non-Credit Citizenship Instruction (1*4100)'^ distributed to the 
colleges on June 20, 1975* 

1 .42 Recreational and Leisure Time Instruction 

This cluster includes courses designed to provide non-credit 
recreational and leisure time instruction to members of the 
community* For a detailed discussion of the terminology and 
procedures related to offering recreational and leisure time 
courses, refer to "Guidelines for Non-Credit Recreational and 
Leisure Time Instruction (1*4200)" distributed to the colleges 
O on June 20, 1975. 



2*15 



1.9X Other Personal Objectives 



These are persons from the college community who take courses for various 
reasons other than to complete a degree or certificate program offered by the 
college. With the emphasis on program enrollment; completion* placement* and 
follow-up it Is necessary for colleges to identify students with the program in 
which they enroll. For those persons who do not intend to complete a program* 
it Is necessary to establish a category of "Other Personal Objectives" so they 
can be reported as part of the clientele a college serves* but are not included 
in specific programs for withdrawal* placement, and follow-up studies. 

This subfunction is established to account for students who do not intend to 
complete an instructional program offered by the college, but who are taking 
credit courses to satisfy their personal objectives. An example would be a 
teacher taking a course to be used for renewal of his certificate* in which case 
the teacher is not seeking to complete degree or certificate requirements. 

This subfunction is used only when accounting for students by Instructional 
program. It is not applicable to the classification of courses or disciplines. 
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2 ,X Organized Research 

This function includes contract and grant research projects which are established 
to investigate a specific scope as defined by the coiMiissioning agency to produce 
research outcomes that may include creation of new knowledge, reorganization of 
knowledge, and application of knowledge. However, this function does not include 
institutional research, operations research, curriculum development, or systems 
development activities. 



3,X Public Service (Otiier than Instruction) 

This function includes community services which are designed to improve the 
quality of community life or assist in the identification and solution of 
community problems. These community services may include but are not limited 
to library and clinical services for citizens not enrolled at the college; 
consultative and technical services provided to community groups; cultural 
enrichment programs; public television; and community use of facilities. This 
function does not include any instructional courses which serve the community. 
These courses should be classified as Community Instructional Services {1.4X). 



3 
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4.x Academic Support 



This function includes activities that directly support^ supplement, or augment 
the Instructional function, 

Subf unctions; 

4J Learning Resources 

4*4 Instructional Computer Services 

4.5 Ancillary Operations 

4.6 Academic Administration 

4.7 Course and Curriculum Development 
4*8 Professional Personnel Development 

4. ID Learning Resources 

Included in this subfunction are activities which provide for the 
collection^ storage, distribution^ and use of instructional materials 
and equipment. It includes: 

4*11 Libraries - consists of activities that directly support 
the operation of a cataloged collection of published 
materials* 

4.12 Audio-Visual Services - includes activities associated 
with providing audio and visual materials, media, and 
equipment in support of the instructional program. 

4*13 Museums and Galleries - includes activities established to 
provide services related to the collection, preservation, 
and exhibition of historical materials^ art objects^ 
scientific displays, etc* 

4.14 Planetariums 

4*15 Auditoria - including performing arts auditoria and 
teaching auditoria, 

This subfunction should include the centralized activities of 
learning resources for instructional purposes. If a library, 
audio-visual laboratory^ or exhibit is established and maintained 
b^ a specific instructional area (discipline, department^ division)^ 
it should be accounted for in the Instructional function* 

4*4D Academic Computing Support 

This subfunction includes general computing support to the 
Instructional Programs of the College. It should not include 
any service which can be directly assigned to a course or program 
of courses (i-e*. Data Processing)* Administrative Data Proce5sing 
(6.3) shall include services such as scheduling, room assignments, 
etc,> even if they are generated from the campus Academic Dffices* 
Dnly individual student centered services shall be included in 4.4. 
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4-50 Ancillary Operations 

This subfunction includes activities of instructional 
organizational units which provide training or work experience 
for students, as well as services to the community- 



Examples of ancillary operations are: 



Automobile Repair Shop 
Dental Hygiene Clinic 
Cosmetology Services 



The costs of supporting these special services should be lodged 
in this subfunction for the Direct Cost Study and allocated to 
the specific set of courses which they support for the Full Cost 
Study- 



4.60 Academic Administration 



This subfunction includes academic, administrative, and managerial 
activities of offices and positions with college or campus-wide 
responsibilities. It should include the offi ces and positions of 
Academic Vice-Presidents, Academic Deans, Deans of Instruction, 
Dean of Continuing Education, Dean of Occupational Programs, etc. 
It should not include departmental or divisional administrative 
activities related to specific instructional organizational units 
since provision is made to account for these activities in the 
Instruction function. It should not include offices or positions 
responsible for curriculum planning and development. These activities 
should be classified in 4.70 Course and Curriculum Development. 



4.70 Course and Curriculum Development 

This subfunction includes activities related to designing courses, 
developing course materials, planning and implementing programs, 
and evaluating programs (Including follow-up activities). It does 
not include a faculty member's time associated with preparing for 
or conducting existing courses. It is, therefore, the resources and 
cost of development , rather than maintenance of existing courses and 
curricula. However, when a major revision is made to existing course 
materials, pr the mode in which such materials -are presented is signif 
icantly changed, such costs should be identified with th« subfunction. 

4.80 Academic Professional Personnel Development 

This subfunction includes activities related to the development and 
improvement of the college's instructional professional staff. It 
would include activities such as in-service training programs, sab- 
batical leaves, training institutes, seminars, workshops, etc. 
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5.x Student Support 



This function Includes those activities provided by the college to assist and 
provide services for current and potential students* 

Subfunctlons: 



5*1 Social and Cultural Development 

5-2 Organized Athletics 

5*3 Counseling and Advisement 

5*4 Placement Services 

5-5 Financial Aid Administration 

5-6 Student Admissions and Records 

5*7 Health Services 

5*8 Services for Special Students 

5*9 Student Service Administration 



Auxiliary service facilities (e*g., bookstore, food service space, etc-) are 
classified and coded at the functional level - 5-0. 



This subfunction Includes activities related to the students* 
social and cultural development outside of the context of the 
formal Instructional program* Objectives of this subfunction 
usually focus on personal hygiene, participatory recreational 
activities, involvement in civic affairs, and appreciation of 
various artistic and communication forms. It includes such 
activities as; 

5*11 Student Activities; clubs, newspapers, etc- 

5*12 Cultural Events; conferences, lectures, convocations, etc- 

5*13 Student Organizations 

5-14 Recreational Activities 

5*15 Intramural Sports 



This subfunction includes activities established for the purpose 
of competing with other colleges in basketball, baseball, track, 
swimming, tennis, golf, volleyball, etc* 



This subfunction includes activities such as counseling students 
and parents, evaluating student abilities (testing), assisting 
students in career planning and goal setting, and assisting students 
in personal and social adjustment and development. It should also 
include related types of activities such as orientation, career 
laboratories, and career days. It should include centralized advise 
ment activities if they are made available to students. 



5.10 



Social and Cultural Development 



5*20 



Organized (Inter-collegiate) Athletics 



5*30 



Counseling and Advisement 
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5.40 



5.50 



5,60 



5.70 



5.80 



5.90 



Placement SorvlcGS 

This subfunction includes activities related to placing students 
in jobs or in institutions to continue their education. It should 
include the services for students that completed programs, as well 
as those still enrolled in the college. 

Financial Aid Administration 

This subfunction includes activities established to administer 
the financial aid program of the college. It does not include 
revenue or expenditures for student loans or scholarships. 

Student Records and Admissions 

This subfunction includes activities related to developing* 
processing, maintaining* and distributing student records. 
It includes; 

Admissions 
Registration 
Records 
Transcripts 
Transfer Eval uation 
Degree Certification 
Statisti cs 

Health Services 

This subfunction includes activities established to provide 
clinical dnd other health services to students. 

Services for Special Students 

This subfunction includes activities established to provide non- 
instructional services to students with special needs or problems. 
It includes services for veterans* foreign students, and dis- 
advantaged or handicapped students. It does not include financial 
aid or compensatory instructional activities* 

Student Service Administration 

This subfunction includes activities established to administer 
the student service function. Include in this subfunction those 
administrative offices and positions with college or camPus-wide 
management responsibilities; e*g*, Vice-Presidents of Student 
Services, Deans of Student Personn^^l Services* Directors of Student 
Services* etc* 




6.x Institutional Support 



This function Includes those activities within the Institution that provide 
support to the other functions and departments* 

Subfunctlons: 

6*1 Executive Management 

6*2 Financial Management and Operations 

6*3 General Administrative and Logistical Services 

6*6 Administrative and Support Staff Services 

6*7 Community Relations 

6*10 Executive Management 

This subfunction includes activities established for college-wide 
policy development, planning, management, institutional research* 
and evaluation* It includes the following activities: 

6*11 College-wide management 

6*11*1 District Board of Trustees 
6*11*2 Pre^iident 
6*11.3 Assistant to the President 
6*11*4 Executive Vice President(s) 
6*11*5 Chief Campus Administrators in multi-campus 
colleges (vice-presidents, provosts, etc*) 
6*11*6 Equal Access, Equal Opportunity, Equal Employ- 
ment Officer 

6*12 Educational planning and development 

6*12*1 Institutional research 

6*12*2 Analytical studies 
6*12*3 Facilities planning 

6*13 Legal services 

6*14 College-wide planning and management committees, councils, 
or task forces 

6*14*1 Faculty senates 

6*14*2 Planning committees 
6*14*3 Administrative councils 
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6. 20 Financial Handgcment and Operations 

This subfunctlon includes those activities related to the 
financial management and fiscal operations of the institution. 
It includes the following activities: 

6.21 Financial management and control 

6.21J Business officer (financial duties) 

6.21.2 Comptroller 

6.21.3 Internal auditing 

6.21.4 Budget administration and control 

6. 22 Financial operations 

6.22J Payroll operation 

6.22.2 Bursar 

6.22.3 Cashier 

6.22.4 Disbursement 

6. 22.5 Accounting 

6.23 Investment management 

6.23.1 Cash flow management 

6.23.2 Endowment management 

6*24 Grants and contracts financial management 

6*24J Grants management 
6*24*2 Grants accounting 

6. 3D G eneral Administrative and Logistical Services 

This subfunction includes services and general institutional 
expense which cannot be logically classified in one of the other 
subfunctions; e*g., 

6.31 Administrative Data Processing (See 4*40 for 

Academic Computing Services) 
6*32 Personnel Services 




6.33 



Logistical Services 



6. 


33.1 


Purchasing 


6. 


33.2 


Receiving 


6. 


33.3 


Shi pping 


6. 


33.4 


Warehousing 


6. 


33.5 


Property Management 


6. 


33.6 


Mail and Distribution 


6. 


33.7 


Telephone and Telegraph Services 


6. 


,33.8 


General Printing and Reproduction 


6. 


33.9 


Campus Transportation (inc. Motor Pool) 


6. 


,33.10 


Parking and Parking Space Management 



6.34 Other general expense which cannot be distributed to a 

specific function or subfunction; e.g., business hospitality, 
organizational memberships, general insurance (other than 
property) , etc. 

Administrative and Sujport Staff Services 

This subfunction includes activities related to administrative 
and support staff development, improvement, and general services. 
It includes; 

6.61 In-Service Training 

6.63 Sabbatical Leaves (administrative and support staff only) 

6.63 Training Institutes, etc. 

6.64 Staff Dining Rooms, lounges, etc. 

Community Relations 

This subfunction includes activities established to maintain 
relationships with the general cormiunity and the college's alumni. 
It includes the following activities; 

6.71 Alumni relations 

6.72 Community and/or public relation activities 

6.73 Development (fund raising) 
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ijL?_f_,^J(l_^^^^!i J?l^^ t Opera tion tui d Mainto nanco 

This function includes activities establisheri to provide servicer^ and r>ijpport 
related to tho operation, maintenance* and security or the physical plaint. U 
includes the following activities: 

7J0 Building Maintenance 

7.20 Grounds Maintenance and Operation 

7.30 Custodial and Janitorial Services 

7.40 Utilities 

7.50 Plant Operational Expense 

(including insurance on buildings and equipment* electricity and 
water bills) 
7.60 Repairs of Furniture and Equipment 

7.70 Minor repairs, alterations or renovations of existing buildings 

financed from General Current Funds. 
7.80 Police and Campus Security Services 



8.x Student Financial Assistance 

This function includes financial assistance to students which is administered 
by the college. It includes only the expenditures recorded by the college for 
Lne pur;;:se of assisting students financially. This function does not include 
the activities ?nd costs associated with administering the student financial 
aid programs, rather they should be classified as 5*50 Financial Aid Administra- 
tion. 

8.10 Student Aid 

8.11 Loans 

8.12 Scholarships and grants 

8.13 Fee Waivers 

8.20 Student Work-Study and Other Assistantship Programs 

It should be noted that 8.X should not be used to classify space in the room 
inventory system. 




SECTION 3 



OPERATING BUDGET (OB) 
(tind Amendments to the Operating Budget) 

The upor.nin<j budget for connnunity colleges consists of the followiny: 

txhibit A - Budget Sunmary for All Funds of the College 

Exhibit B - Budget Justification 

Exhibit C - Schedule of Revenues for Funds 1, 2, and 7 

txhibit D - Expenditures by Object for Funds 1, 2, and 7 

Exhibit E - Expenditures by Organizational Unit - Fund 1 

Exhibit F - Expenditures by Organizational Unit - Fund 2 

Exhibit G - Analysis of Plant Fund Expenditures 



Form^ 

In order that all columnar headings for each exhibit may be presented on the 
zmc P^ige without undue cramping, the budget should be prepared on 8V* x 14" 
pages with at least 3/4'' margin on the left side to permit stapling or binaing. 

Edch exhibit should be started on a new Page and if continued, subsequent pages 
should be numbered accordingly. (Example: Exhibit 3, page 2 of 6) 

The budget may be submitted on size 8*^" x IT* by photographic reduction of the 
8^^^ X 14' forms. 



Submission 



Two copies of the budget must be submitted to the Director for review and 
approval. Both copies must be signed with the original or facsimile signature 
of the President. One approved copy will be returned to the college to be placed 
in the official files of the Board. Budgets are to be submitted no later than 
June 1 of each year. 



Exhibi t A 



This exhibit is a summary of the financial plan for each of the funds through 

which money resources will be received and disbursed throughout the budget year. 

The sumnaries for Funds 1, 2, and 7 will reflect the budgets as presented on 
succeeding exhibits for review and approval. 

Exhibit B 



Information to support the budget request is presented on this exhibit. Include 
here any information that will be useful and informative to your Board and other 
reviewers or users of the budget document. Items I and III should be addressed 
if applicable. Additional data or explanation may be included in each item; however^ 
the information requested in Items IV through X is the minimum that should be included. 
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Exhibit C 



This schedule presents the revenue and other income expected to be received for 
each of the budgeted funds. Revenue for the General Current and Restricted Current 
Funds is to be presented in comparative form. 

Only transfers-in (General Ledger Codes 491 and 492) will be shown on this exhibit. 
Transfers-out will be shown on Exhibit D. Amounts shown should agree with the 
transfer amounts shown in Item VII, Exhibit B and the amounts shown on Exhibit A, 

Exhibit D 

This exhibit is» like Exhibit C, comparative. Expenditures for the General Current 
and Restricted Current Funds are to be presented in comparative form. Expenditures 
of Staff and Program Developrrent Funds will be budgeted and accounted for in the 
General Current Fund, 

Transfers-out will be shown in this exhibit under Current Expenses, Mandatory and 
Non-Mandatory transfers should be shown separately in the category of "Other 
Current Charges," Specific general ledger codes have not been assigned; however, 
we suggest the use of codes in the 690-699 series. 

Payments for Unemployment Compensation should be budgeted under Current Expenses . 
Again, no specific general ledger code has been assigned, but the use of a number 
which would place this item under the general category of "Services" is suggested. 

Exhibit E 

The amounts budgeted for each organizational unit of the General Current Fund 
should be reported on Exhibit F. The totals for salaries, current expenses, and 
capital outlay should equal the expenditures requested on Exhibit D for the 
General Current Fund. 

All Personnel Benefits including employee insurance, fee waivers, retirement. 
Social Security matching funds, etc., shall be budgeted to at least the function 
level on this exhibit. This may be done by allocation to individual departments 
or by adding a line in each function entitled "Unallocated Personnel Benefits." 

The total salaries for each function should be computed as percent of total 
salaries for the entire fund. Likewise, current expense and capital outlay 
expenditures for each function should be computed as percent of the total 
current expense and capital outlay of the fund. 

This schedule should reflect the estimated cost of operating each organizational 
unit of the General Current Fund. Therefore, if an individual works in two 
different organizational units, each organizational unit should budget for its 
portion of his salary. 

Funds transferred from Fund 3 for expenditures in accordance with Section 6A-14.771, 
SBE Rules, are to be budgeted in Function 60, Institutional Support. The 
amount to be expended for hospitality of business guests will be budgeted as a 
separate organizational unit identified as "Business Hospitality," 
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Budgeted transfers need not be shown separately on this exhibit. However, approval 

of the budget Includes approval of the budgeted transfers-out as recorded on 

Exhibit D. Actual transfers-out may not exceed the amount budgeted unless the 
budget is appropriately amended. 

Exhibit F 

The amounts budgeted for each organizational unit of the Restricted Current Fund 
should be reported on Exhibit F, It should be prepared in the same manner as 
Exhibit E. 

If work study salaries cannot be estimated with reasonable accuracy for each 
organizational unit* they may be budgeted as a separate organizational unit under 
Function 80> Student Aid, as ''Unallocated Work-Study Salaries." 

Expenditures budgeted for the Restricted Current Fund may be based on a reasonable 
estimate of resources expected to be received during the budget year. If the 
organizational unit is unknown, the expenditures should be budgeted to the 
organizational unit entitled "Unallocated Revenues" under Function 90. An 
explanation of the basis for the estimated expenditures must be shown on Exhibit B 
listing the types of projects and grants expected to be funded. 

Exhibit G 

The Exhibit for Plant Fund Expenditures consists of three sections. Section A 
IS a recapitulation of the Unexpected Plant Fund by source of funds. Section B 
presents the budgeted expenditures by project and by source of funds. Section C 
presents the budgeted expenditures by project by expenditure object and includes 
3 column in which "total expenditures to date" are to be reported for each project. 



If License Tag Fee fund (CO&DS), State Board of Education Bonds sold under the 
provisions of the School Capital Outlay Amendment (S8E Bonds) or Public Education 
Capital Outlay Funds (PECO) are to be expended for a construction project* the 
project must appear on the current Project Priority List (PPL) approved by the State 
Board of Education. The PPL project number and a short description must be 
included as shown on the SBE approved ppL, Projects to be financed from funds 
other than those listed above do not have to appear on the approved Project 
Priority List* but should be assigned a project number for control and identifica- 
tion. 

Expenditures for projects to be funded with the proceeds of bonds sold by the 
State Board prior to 1968 on behalf of the local school district for college 
construction are limited to the amounts stated in the original or amended bond 
resolutions for each project. Therefore^ budgeted expenditures from the proceeds > 
or any interest earned on the investment of the proceeds of that prior series of 
bonds must be further explained by a footnote to Section B as shown in the 
example on Exhibit C. The total "Amount Expended in Prior Years" plus the 
"Amount Budgeted" cannot exceed the "Amount Authorized in Bond Resolution." 



Expenditures for projects to be funded with bonds sold by the State Board on 
behalf of the District Boards of Trustees subsequent to 1973 are not limited as 
to the amount for each project, but the projects budgeted for expenditure of 
those bond proceeds must be the same projects listed in the original bond 
resolution or in the resolution appropriately amended. 

Public Education Capital Outlay Funds (PECO) appropriated each year and each 
Issue of State Board of Education Bonds is a separate source of funds and must be 
so identified in Sections A and B. The Public Education Capital Outlay Funds are 
identified by the year in which appropriated, thus funds appropriated in 1977 woul 
be identified as PECO 1977. State Board of Education Bonds are identified by an 
alphanumeric code. Bonds sold in 1974, for example, are identified as 
series 74-A, Additional columns should be added to Sections A and B to provide 
space to identify separately the revenues and expenditures from each fund source. 

In Section C refer to projects by project number only. The amounts budgeted 
for each expenditure object should be entered. The grand totals for each project 
code must equal the amounts for each expenditure code in the Unexpended Plant 
Fund column on Exhibit D. 

Expenditures should not be budgeted in the Unexpended Plant Fund unless resources 
are on hand, an award or commitment has actually been received, or there is a 
reasonable basis for anticipating that the funds will be received. 





College Lxhibit A 

— BOraTOTMT — 
19 FISCAL YEAR 



Current Fund Group 



Educational and General 





General 


Restrl cted 


Unexpended 




Current 


Current 


Plant 




Fund 


Fund 


Fund 


Estimated Fund Balance. July 1. 19 


XXX 


XXX 


XXX 


Add: Revenues, Exclusive of Transfers 


XX 


XX 


XX 


Transfers In 


XX 


XX 


XX 


Proceeds from Bond Sales 






XX 


Total Available 


XXX 


XXX 


XXX 


Deduct: Budgeted Expenditures 


XX 


XX 


XX 


Transfers Out 


XX 


XX 


XX 


Estimated Fund Balance, June 30, 19 


XXX 


XXX 


XXX 


APPROVED 








President 




Date 





I 



STATE OF FLORIDA, DEPARTMENT OF EDUCATION 
APPROVED 

Checked by 



Date 
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BUDGET JUSTIFICATION 
19 



Exhibit D 



I - New Programs 

A, Instructional Programs 

Comment on any new instructional programs or departments that are to bs 
added this year— what and why. If none, write "not applicable" in this 
section, 

B, Non- Instructional Programs 

Comment on any new non-instructional programs or departments that are to 
be added this year--what and why. If none, write "not applicable" in 
this section, 

II. Program Upgrading or Expansion 

Coimient on any instructional or non-instructional programs that are to 
be upgraded or expanded— what, reasons for, desired results* etc. If 
none, write "not applicable." 

Ill, Program Reductions or Deletions 

Comment on any Instructional or non-instructional programs that are to 
be reduced in size or scope or to be deleted--what, reasons for, etc, 

IV, Salary Analysis--General Current Fund Only 

A, List new positions requested and why they are needed, 

B, Salary expenditure analysis: (Example Analysis Below) 

Cost of continuing existing positions $ 

Cost of improving salary schedules 

Cost of "lump*sum" salary items last year 

Cost of "lump-sum" increases (decreases) 

Cost of new positions requested 

Cost of established positions being deleted ( ) 

Cost of personnel benefits 



Total Budgeted Personnel Costs 



V. Student Enrollment Information * ^se the same format as the Enrollment 
Funding Data report FA-2, 3, 4. 
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VIII 



Exhibit B (continued) 



VI. Student Fee Charges 



{Show in-state and out-of-state fee charges for full-time and part-time 
students and the amount charged or included for student activities) 



Transfer In and Out Information: 
Purpose of Transfer 



Amount 



Fund Number Fund Number 
Transferred From Transferred To 



Federal Funds Information 



Name of 
Federal Agency 



Name of Law and/or 
Title and Pa rt 



Amount of Amount of 
Purpose of Award Award Matching Required 



IX. Approved Salary Schedules for Academic, Administrative and Other 
Employees {Enclose Copy). 



Currently Approved Project Priority List (Enclose Copy) 
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Col lege fyh it C 

SCHEDULE OP ktvENUES 

19 FISCAL YEAR 



00 



Student Fees 
4UI In-State Matriculation 

403 Out-of-state Tuition and Matriculation 

404 Laboratory Fees 
etc. 

Total Student Fees 

Support From Local Governments 

415 Grants 4 Contracts from Cities 

416 Grants 4 Contracts from Counties 

Total Support from Local Governments 

Support From State Government 
52T College Program Fund Appropriation 
422 License Tag Fees Appropriation 
etc. 

Total Support from State Government 

Support From Federal Government 
Gifts & Private Grants & ContTacts 

Sales and Services 

Endowment income ~ 
Other Revenue 



Non-Revenue ReceipTT 



Total Revenue 



General Currer 


It II 


Restr 


'Icted Current 


Unexpended 
Plant 


Actua 1 
Revenue 


Current 
Estimate 


Proposed 


Actual 
Revenue 


Current 
Estimate 


ProDo^^d 












$ 




$ 


$ 




$ 


$ 


$ 


$ 













$ 


$ 


$ 


$ 




$ 


$ 


$ 


$ 












$ 


$ 


$ 


$ 




$ 


$ 


$ 


i 


Th 


I detail fi 


ir these c 


tegorles 


would be 


$ 

1sted as < 


$ 

3ove. 


$ 


$ 


$ 


$ 


$ 


$ 


t 
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50 



Personnel Expens es 
Sal 



aries 

551 Executive, Administrative, Managerial 
520 Instructional 
530 Other Professional 
540 Technical, Clerical, Trade & Services 

Total Salaries 

Other Personal Services 
550 Executive, Administrative, Managerial 
etc. 

Total Other Personal Services 

Personnel Benefits 
55T Social Security Contributions 
etc. 

ID 

Total Personnel Benefits 
Total Personnel Costs 

Current Expenses 
Services 

Materials & Supplies 
litHer Current Cnargeis 

Total Current Expenses 

Capital Out] ay 
TTo Furniture and Equipment 
etc. 

Total Capital Outlay 
FR?r^^ Expenditures 



EXPENDITURES BY OBJECT 
19 FISCAL YEAR 



EXHIBIT D 



General Curren 


t 


Restricted Current 


Unexpended 
Plant 


Actual 
Expend . 


Current 
Estimate 


rroposea 


Actual 
Expend. 


Current 
Estimate 


Proposed 






$ 










$ 




$ 


t 


t 




S 






* 








> 


i 




5 






i 








$ 






^ 




4 


4 


$ 


t 








$ 




i 




$ 






The 


detail fo 


$ 

r these ca 


:egories m 


Duld^felis 


ted as abo 


$ 

'e. 






t 








t 


Thi 

i 


detail fo 

J 


r each Gen 
$ 


tral Ledge 


r Code woul 
S 


d be liste* 


as above. 

s 


$ 


$ 


$ 


> 






$ 


$ 


$ 


$ 




; 
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EXHIBIT E 



COLLEGE 

EXPENDITURES BY ORGANIZATIONAL UNIT 
FOR 19 FISCAL YEAR 

GENERAL CURRENT FUND 

Personnel Costs Current Expenses 

Amount % of Total Amount % of Total 



Capital Outly Total Expenditures 
Amount % of Total Amount X of Total 



Instruction $ $ $ $ 

Art Department 
Business Administration 
English 
Humanities 

Adult, Elementary ft Secondary 
Occupational Non-Credit Courses 

etc. 

Total Instruction _J % $ % % % % % 

The organizational units of each of the other sub-functions would be U^ted and totaled by $ub-funct1on and function. 
Total Generdl Current Fund _i % i % ^ % % % 



EXHIBIT F 



RESTRiaED CURRENT FUND 



The same pro^dure as above would be followed for this budget, listing each organizational unit and getting 
totals for each function. 



- COLLEGE 

ANALYSIS or PLANT FUND EXPENDITURES 
FOR 19 FISCAL YEAR 



EXIIHUT G 



A. Hr,.fli,ltitlflt1on by "jour-cc - Unc.xPcnclcd Plant 


To^,ll Funds 


Local Funds 


License Taa Fees 


SflE tlonds* 


PECQ FUND 


Hflrjlnnlnq UfllnncrtS. Jutv ). 19 
i\k\ Rpvrnucs 

(!onrl Proceftd"; 
t)pduct ExPfndttures 

Cndlnf) Balancps, June 30, 19 


S 


J 


J 


J 




i 


s 


1 


i 




!l. EiPpndf turei by Project and source 
List each Project by Project number and 
Short dcicrtption (include PPL Project 
N(jmber) 

" TotaU 


J 


J 


J 


t 




t 


$ 


i 


J 





'Projec ts F unded by 
^oia Prior to 1966 



Bonds 


5erLe$ 


Project No. 


Project CtescrlDtlon 


- Ainount Authorized 
In Bond Resolution 


Amount Expended 
In Prior Years 


/^VPt Budaeted 








, 









C. Ej<pend1ttjres Project and Type 
List each project by project 
number 



Expenditures to D^te 


Total 


G,L. 710 


G.U 730 


fi.L. 750 


d.L. m 




t 


$ 


$ 


$ 


t 


i 


$ 


t 

— 1 


J 

1 1 


J 


t 




t 


t 
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/\fn2ndnionts to the Operating Budget 



When Budget Anicndments Are Required 

In accordance with the provisions of Rule 6A-14.713, Florida Administrative 
Code, community colleges are required to submit the following budget amendments 
for approval by the Commissioner of Education. 

a. The transfer of appropriations from one i'und to another. 

b. The transfer of appropriations from one class of expenditure 
to another class within the same fund, such as capital outlay 
to salaries or salaries to current expense* 

c. The reallocation of appropriations from one project to another 
in the Unexpended Plant Fund. 

Forms 

Budget amendments should be prepared in the format shown on page 3*14. These 
forms should be reproduced at the college. A separate amendment is required 
for each fund. The format provides for amending fund balances, revenues and 
each class of expenditure. When proceeds from the sale of State Board of 
Education Bonds are being amended into the Unexpended Plant Fund it will be 
necessary to insert a line entitled "Bond Proceeds" in the revenue section of 
the form* Some colleges may find it desirable to show budgeted transfers 
separately in which case it is permissable to insert lines entitled "transfers" 
in the revenue and expense sections of the form* In order to maintain sequential 
continuity at both the local and state level, provision is made for resolution 
numbers and amendment numbers on the form. Each amendment including local amend- 
ments not requiring ^e Commissioner's approval, should be numbered consecutively 
in the space provided h?T^"amendment number"* In addition, amendments submitted 
to the Department of Education for approval should be identified by consecutive 
"resolution" numbers* 

Preparation of the Amendment 

In preparing the amendment the amounts to be entered in the present budget column 
are the amounts shown in the latest approved budget or budget amendment for the 
fund being amended. The amounts of increases or decreases to any of the lines on 
the form should be entered in the appropriate columns and added to or subtracted 
from the amount in the present budget column* The resulting amount should be 
entered in the revised budget column. The amounts shown on the "Total to be 
Accounted For" line should always equal the amounts shown on the "Total Accounted 
For" line. 

Justification of Amendment 

A concise statement of justification should be shown on, or attached to the 
amendment form. This statement should identify the source of revenues being 
budgeted and the purpose of the budgeted expenditures. When revenues from federal 
sources are being budgeted a copy of the grant approval letter is required to be 
submitted as part of this justification. The justification for all amendments to 
the Unexpended Plant Fund budget should include a revised copy of Exhibit G from 
the original operating budget. This form should show the amounts budgeted by 
project and source funds after the amendment. 
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Submission 



Two copies of each amendment, containing the original or facsimile signature 
of the President should be submitted to the Bureau of Financial and Business 
Services, Division of Community Colleges, Florida Department of Education, 
One copy of the amendment will be returned to the college upon approval of 
the Commissioner, 

Rule 6A-713{3), Florida Administrative Code, prohibits approval by the 
Commissioner of any budget amendment for a prior fiscal year received in his 
office after July 20 of any year. 
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BUDGET AMCNOMENT REQUEST 



COLLEGE 



RESOLUTION NUMBER. 
AMENDMENT NUMBER 



FISCAL YEAR 



Be it Resolved that the Board of Trustees of , 

College District, State of Florida* in meeting assembled, Pursuant to Section 240.33!j, 
Florida Statutes, and Rule 6A-14.713, Florida Administrative Code, hereby requests the 
State Commissioner of Education to approve amendments to the conmunity college budget 
for the fiscal year as follows: 



FUND NAME 



NUMBER 



CATEGORY 


Present 
Budget 


Increase 


Decrease 


Revised 
Budget 


Beginning Fund Balance 
Revenues (Detail Attached) 
Total to be Accounted for 

Salaries (Detail Attached) 

Current Expenses (Detail 

Attached) 

Capital Outlay (Detail 

Attached) 

Ending Fund Balance 

Total Accounted For 










* — 






















i 



Justification 



Certi fied 



President 



Adopted 



Date 



STATE OF FLORIDA, DCPARTMENT OF EDUCATION 



Approved 



State Commissioner 



By 



Date 



er|c 
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SECTION 4 



INSTRUCTIONS FOR THE PREPARATION OF 

THE ANNUAL FINANCIAL REPORT FOR 
FLORIDA^S PUBLIC COMMUNITY COLLEGES 
(AFR) 



General 



The Annual Financial Report consists of the following exhibits and schedules: 



Exhibit A - 
Exhibits - 
Exhibit C - 

Schedule 1 - 
Schedule 2 - 
Schedule 3 - 

Schedule 4 - 

Schedule 5 - 
Schedule 6 - 
Schedule 7 - 
Schedule 8 - 
Appendix A - 
Appendix B - 



Balance Sheet 

Statement of Changes in Fund Balance 

Statement of Current Funds* Revenues^ Expenditures and 

Other Changes 

Educational and General Expenditures by Organizational Unit 
Auxiliary Fund Balance Sheet 

Statement of Revenues^ Expenditures and Other Changes 
Auxiliary Enterprises 

Statement of Revenues^ Expenditures and Other Changes 
Service Departments 

Summary of Loan Fund and Endowment Operations 
Summary of Plant Fund Operations 
Summary of Investment In Plant 

Summary of Revenue and Expenditures by General Ledger Code 

Notes to Financial Statements 

Summary of Significant Accounting Policies 



Form 

The report should be prepared on 8^" x 14" pages with at least 3/4 inch margin 
on the left side to permit stapling or binding. All columnar headings for each 
exhibit and schedule should be presented on the same page. Each exhibit or 
schedule should be started on a new page and if continued^ subsequent pages should 
be numbered. 

Example: Schedule 3 (p. 2 of 6) 

Reports may be submitted on size 8V' X 11" by photographic reduction of X 
14" forms. 

Sample formats of exhibits and schedules are enclosed. These forms are identical 
to those contained in the Accounting Manual for Florida's Public Cojmiunity Colleges^ 
1974. 

Submission 

The Annual Financial Report is to be submitted to the Director^ Division of 
Cormiunity Colleges^ no later than August 15 of each year. Only one copy of the 
report is required. 

Specific Instructions 

The cover page should show the name of the college^ a listing of the enclosures 
and the statement - ''This report is certified to be true" - signed with the original 
or facsimile signature of the President. No provision for endorsement by the 
Department of Education is necessary. 
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The formats for the exhibits and schedules hove not been changed and the 
Information to complete them should be readily available from the accounting 
records, if the records were maintained in accordance with the Accounting Manual* 
Tht? following guidelines are provided to assist you in preparing the various 
schedules and exhibits. 

Schedules 1 through 8 

The preparation of the Annual Financial Report should begin with Schedules 1 
through 8 since most of the infomation required to complete Exhibits A, B, and 
C, will be derived from these schedules. The source of the information and the 
procedures to be used in completing the information to be entered on the schedules 
will depend on the specific accounting records and procedures in use at your 
college; therefore, we cannot provide detailed instructions for preparation of 
them. The following items should be observed in preparing the schedules: 

1. All personn^^l benefits^ including all items in the 590 series of 
General Ledger Codes, should be reported in the departments in which 
the salaries of the personnel to which they apply are reported. These 
benefits may be distributed to the departments on an actual basis or 
prora ted. 

2. The information contained on Schedule 4 regarding Service Departments 
housed in the Auxiliary Fund, will not be included in the items relating 
to the Auxiliary Fund on Exhibits B and C. Since the services provided 
by these departments are charged to the using departments, including the 
information from Schedule 4 in Exhibits B and C would result in double 
reporting. If the procedures prescribed in the Accounting Manual 
(pages 20-1 and 20-2) are followed, the Revenues and the Expenditures 
and Other Deductions shown on Schedule 4 will be equal, and thus the 
operations of the Service Departments will not affect the Fund Balance 
of the Auxiliary Fund. 

3. We note that in some instances, colleges reported Academic and Student 
Services Vice-Presidents and Deans under the Institutional Support 
Function in last year's Annual Financial Report. This is not in accord 
with the current Accounting Manual. The revised Manual (1974 Edition) 
which was presented to the Council of Business Affairs included these 
positions in this function; however, it was determined that this proce- 
dure was in conflict with the CCMIS Manual and the Accounting Manual was 
changed. Only those college personnel who have college-wide responsi- 
bilities which cannot specifically be associated with another Function 
should be included in the Institutional Support Function. The Academic 
Deans and Vice Presidents should be in the Academic Support Function and 
Deans or Vice Presidents for Student Services should be included in the 
Student Services Function. (See pages 6-2 and 6-3 of the Accounting 
Manual . ) 



Exhibit A 



This exhibit should be prepared after Schedules 1 through 0 have been completed* 
As you prepare these schedules, you may discover that other adjusting entries 
should be made* 

1* After all adjustments have been made, balance sheet accounts shown on 
the June 30 Trial Balance for each Fund (except the Loan and Endowment 
Funds) should be entered in the proper Current Year Fund columns on the 
Balance Sheet* 

2* Any endowment balance sheet accounts in Fund 4 should be entered in 
the current year Endowment Fund column* (It will be necessary to 
obtain this information from an analysis of the endowment accounts.) 

3* The remaining balance sheet account balances in Fund 4 should be 
recorded in the Current Year Loan Fund column* 

4* The Funds within a Fund Group should be added together to arrive at 

the Fund Group total for the current year EXCEPT when there are Due To 
and Due From amounts between Funds within the same Fund Groups such as, 
$5,000 Due From Fund I in the Auxiliary Fund and $5,000 Due To Fund III 
in the General Current Fund. In these cases, the Due To and Due From 
should' be eliminated in the Total column and a footnote should be entered 
indicating that inter-fund advances and liabilities have been eliminated* 

5* From the prior year annual Balance Sheet, balance sheet accounts should 
be entered in the proper Fund or Fund Group columns except for Agency 
Fund* 

Exhibit B 

This exhibit should be prepared after schedules 1 through 8 have been completed. 
It will be necessary to utilize some of the information in these schedules in 
preparing Exhibit B* 

Exhibit B is the Statement of Changes in Fund Balance and will account for 
everything which happened during the year having an effect on the fund balance 
of each fund* Since Agency Funds do not belong to the college, they are excluded 
from this exhibit* 

1. From Schedule 8 (and perhaps even from your detailed accounting records) 
complete the transfer portion of Exhibit B* 

2* For the Restricted Current Fund and for the Scholarship Fund, categorize 
revenues from Schedule 8 according to major source as indicated on 
Exhibit B* These revenues plus or minus the transfers should equal the 
total revenues shown for these two funds in Schedule 8* 

3* Deduct transfers from General Current Fund revenues and enter the 

balance as Educational and General Revenues in the Unrestricted column 
of Exhibit B* Also deduct transfers from Auxiliary Erjterprises revenue 
(do not include Service Departments) and enter this as Auxiliary Enter- 
prises revenue in the Unrestricted column of Exhibit B* {Auxiliary 
Enterprises revenue information can be obtained from Schedule 3*) 
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Categorize the revenues in Schedule 8 by source for the Loan and 
Endowment Funds and Unexpended Plant Funds. 



5. From Schedule 7 enter the plant asset additions in the Invested In 
Plant column of Exhibit B. If you have debt service, the retirement 
of indebtedness from Schedule 6, section D» will be entered in the 
Invested In Plant column of the revenue section of Exhibit B, 

6. The Restricted Current Fund expenditures will be obtained from 
Schedule 8 and will be entered as Educational and General Expenditures. 
Indirect Cost Recovery* General Ledger Code 439 and 449, will also be 
entered in the Restricted Current column of expenditures. 

7. General Ledger Code 439 and 449 will be entered under Indirect Cost 
Recovered In the Scholarship column of expenditures. The expenditure 
portion of Schedule 8 for scholarships will be analyzed to get collection 
costs and other expenses and the remaining expenditures in the Scholar- 
ship Fund would be entered as Educational and General Expenditures. 

8. Total expenditures for Personnel Costs, Current Expense, and Capital 
Outlay for the General Current Fund, will be entered in the Unrestricted 
column as Educational and General Expenditures. Likewise, the expen- 
ditures for Auxiliary Enterprises will be obtained from Schedule 3. 

9. Schedule 5 should give an adequate analysis of expenditures for loans 
and endowments. 

10. Schedule 6 will give the necessary information to complete the Unexpended 
Plant expenditure section and the Debt Service expenditure section of 
Exhibit B. 

11. If adjustments were made directly to fund balances of any of the funds 
during the year, these entries should be analyzed and entered on the 
appropriate line of Exhibit B. If an adequate description does not 
already exist on the Exhibit B examples* write In your own description 
of the transaction. 

12. After you add and subtract the various figures In each column, you 
should come out with the Fund Balance End of Year as shown on Exhibit A 
Balance Sheet. 



Exhibit C 



This exhibit should be completed after Exhibit B. It deals only with Current 
Funds (Fund I and III as unrestricted and Funds II and V as restricted). Since 
Restricted Fund revenues can be recognized only to the extent they were expended, 
the restricted figures will probably be different from those in Exhibit B. The 
proof of accuracy of this report is found on the last line Net Increase In Fund 
Balances which should be the same as that same line on Exhibit B. 

1- General Current Fund revenues in Schedule 8 would again be used to enter 
the transfers on the appropriate lines and would also be used to cate- 
gorize revenues by type. Please note that Indirect Costs Recovered are 



to be shown as Support from the Federal Government or if the Indirect 
Costs Recovered were from gifts and private grants and contracts, it 
would be included in that section. 

2- Auxiliary Enterprises revenue should be the sarne as Auxiliary Enterprises 
revenue shown on Exhibit 

3. Schedule 1 shows expenditures of the General Current and Restricted 
Current Fund by function- Therefore, the Educational and General expen- 
ditures portion of Exhibit C will be obtained from this schedule- Please 
note that Scholarship Fund information is also shown on Schedule 1 - 

4. Auxiliary Enterprises expenditures should be the same as on Exhibit B- 

5. The Restricted Current Fund revenue section is the most difficult part 
of Exhibit C. Revenues for Fund II can be shown only to the extent 
they were expended- Therefore, we would strongly recommend that each 
college debit revenues and credit deferred income for any unspent 
receipts in Fund II each year. If this practice is followed. Fund II 
revenues will be the same on Exhibit C as on Exhibit B, except that 
Indirect Costs Recovered will not be shown on Exhibit C--only grants 
received and actually spent will be reported there. The Indirect Costs 
Recovered will be included in Fund I revenue as already explained. If 
unspent receipts are not backed out of revenues, the difference between 
the receipts and the expenditures will be entered in the last section 
of Exhibit C and "Excess of Restricted Receipts over Transfers to 
Revenue." 

6. When the columns are totaled, the net increase in fund balances should 
equal the net increase for the year as shown on Exhibit B. 



Appendix A 

The Accounting Manual contains no reference to this appendix. In accordance 
with the accepted procedures described in the AICPA Audit Guide, this appendix 
will be used to summarize the notes of the financial statements. All notes should 
be included here rather than on the various exhibits and schedules. A list of 
examples of notes is attached to these instructions. Other examples may be found 
in the Audit Guide, The notes should be used to explain any items contained in the 
financial statements which require amplification to be fully understandable to the 
user. All colleges should include a note providing an estimate of the amount of 
uncollectible loans. 

Appendix B 

This appendix ^ilso is not contained in the Accounting Manual, but is included in 
these instructions to conform to procedures contained in the Audit Guide. This 
appendix is intended to describe the significant accounting policies followed by 
the college thereby enhancing the usefulness of the financial statements to the 
reader. An example of a typical statement for a community college is attached. 
Your statement should contain basically the same information. 
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Exhibit A 
COLLEGE Part 1 



BALANCE SHttT 
JUNE 30, 19 



WITH COMPARATIVE FIGURES AT JUNE 30, 19 



Unrestricted Fund Group 



Asset s 
Cash 

Accounts Receivable 
Investments 
Inventories 
Due From Other Funds 
Prepaid Expenses & Other Assets 

Total Assets 

Liabilities and Fund Balances 
Liabilities 

Accounts Payabl e 

Salaries and Wages Payable 

Payroll Taxes and Deductions Payable 

Deferred Income 

Due to Other Funds 

Total Liabilities 

Fund Balances 

Funds Restricted For Encumbrances 
Funds Allocated for Staff and 
Program Development 
Unallocated Fund Balances 

Total Fund Balances 

Total Liabilities and Fund Balances 



ERIC 



G5 



Restricted Fund Group 



Total 

General Auxiliary Current Prior 
Fund Fund Year Year 


Restricted Scholarship Current Prior 
Fund Fund Year Year 


$ $ $ $ 


$ $ $ $ 


$ $ $ $ 


$ $ $ $ 


$ $ $ $ 


$ $ $ $ 


$ $ $ $ 


$ $ $ $ 


$ $ $ $ 


$ $ $ $ 


$ $ $ $ 


$ $ $ $ 


$ $ $ $ 


$ $ $ $ 


• 


0 ec 



COLLtGL PxhibU A 

BALANCE SHEET Part 2 

-NON-CURRENT FUNDS 



Plant Fund Group Agency 



Endowment Funds 


Loan 


Funds 




Current 


Year 






Fund 


Current 
Year 


Prior 
Year 


Current 
Year 


Prior 
Year 


Unexpended 
Plant 


Debt 
Service 


Invested 
•In Plant 


Total 


Prior 
Year 


Current 
Year 


Assets 

Cash $ 

Notes Receivable 

Investments 

Due From Other Funds 

Land 

Buildings 

Other Structures & Improvements 
Furniture, Machinery & Equipment 

^ Books 

:^ Films 

Construction in Progress 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Total Assets $ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Liabilities and Fund Balances 
LI QUI 11 Li es 

Accounts Payable $ 

rayru II 1 axes » ucgucl tons rayao i e 

Due to Other Funds 

Bonds Payable 


$ 






t 


c 




•p 


t 
■? 




Total Liabilities $ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Fund Balances 
Funds Restricted for EncumbrancesS 
Fund Balances^ Restricted 
Fund Balances^ Unrestricted 
Net Investment in Plant 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Total Fund Balances $ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 




Total Liabilities & Fund Balances $ 


$ 


$ 


s 


$ 


$ 


$ 


$ 


$ 
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Exhibit B 



Rovunun% A Ot hLT Ad dUloni; 
EduCcitlona inSTGonorj] Revenues 
Auxiliary Enterprises Revenues 
Governmental Grants & Contracts- 
Restricted 
Governmental Appropriations- 
Restricted 
Investment Income-Restricted 
Realized Gains on Investments- 
Restricted 
Other Receipts 
Plant Asset Additions 
Retirement of Indebtedness 



Unrestricted 
(General a 
Auxil if ry 



_^ COLLEGE 

STATEMENT 6T CllMGfS IN FUnTJ UALANCE 
FOR THE YEAR ENDED vlUNE 30, 19__ 

Current Fund Group 

Restricted Fund Group 
Restricted Total 
Current Scholarshij) Restricted 



DO 



Total Revenues & Other Additions $ 



Eypendi tures & Other Deductions 
Educational & Gen, Expenditure's 
Auxiliary Enterprises Expenditures 
Indirect Costs Recovered 
Refunded to Grantors 
Loan Cancellations and krite-Offs 
Collection Costs & Other Expenses 
Expended For Plant Asset Additions 
Debt Retirement & Interest 
Disposal of Plant Assets 

Total Expenditures & Other 

Deductions 

Transfers^ Additions^ (Deductions) 

Mandatory*Match1ng Grants 

Non-Mandatory 
Total Transfers 
Net Iiicrease (Decrease) For Year 
Fund Balance > Beginning of Year 



$ 



ERIC 



Fund Balance, End of Year 



$ 



$ 



Loan and 
Endowtiiont 
_ Fund 

% 



Plant Fu nd Grou p 

Unoxpondod Debt Invested 
Plant Service in Plant 



$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 




$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 




$ 


$ 


$ 


$ 


$ 


$ 


$ 


i 






$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 





'0 



ss^ 



Affltmldvf ulppippdrrtilv IrttnlPlTn 



STATEMENT OF CURRI 



FOR THE VEAR ENDED OUNE 30. 19 
WITH COMPARATIVE FIGURES FOR 15~ 



COLLEGE 
^DITUUES AND OTHER CHANGES 



Current Yrar 





Unrestricted 
(Fund 1 A III) 


Restricted 
(Fund 11 « V) 


Total 


Prior Year 


KOvonuGS o ritinflatory iransTers ^ in 
Educational and General 
Student Fees 

Support from Local Government 
Support from State Government 
Support frcffli Federal Government 
Gifts & Private Grants & Contracts 
Sales and Services 
Endovffnent Income 
Other Sources 


$ 


$ 


$ 


$ 


Total Educational & General 




$ 


$ 


$ 


Auxiliary Enterprises 










Total Revenues 




$ 


$ 


$ 


Expenditures & Mandatory Transfers 
Educational & General 
Instruction 
Research 
Public Services 

Academic Support-Learning Resources 

Academic Support-Other 

Student Services 

Institutional Support 

Physical Plant Operation & Maintenance 

Student Aid 


5 


it 




r 

* 


Total Educational & General Expenditures 


$ 


$ 


$ 


$ 


Mandatory Transfers For: 
Matching Grants 


$ 


$ 


S 


$ 


Total Educational and General 


$ 


J 


$ 


$ 


Auxiliary Enterprises 
Expenditures 
Mandatory Transfers 


$ 


S 


I 


$ 


Total Auxiliary Enterprises 


> 








Total Expenditures & Mandatory Transfers 


$ 


$ 


$ 


$ 


Other Transfers & Additions (Deductions) 
Refunded to Grantors 
Hon-Handatorv Transfers For: 
List 


$ 


s 


% 


% 


Excess of Restricted Receipts over 
Transfers to Revenue 










Net Increase in Fund Balance 


$ 


$ 


$ 


% 
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Schodule 1 

COLLEGE 

EDUCATIONAL"r^NERAL EXPENDITURES, BY ORGANIZATIONAL UNIT 
FOR THE YEAR ENDED JUNE 30, 19 _ 

Personnel Costs Current Expenses 

Unrestricted Restricted Unrestricted Restricted 



Inst ruction $ $ $ $ 

List the orvjanizational units within 
this function and total each column. 
Do the same for each of the following 
functions: 

ResearcJi 
PubJic Service 

Academic Support-Learning Resources 

Academic Support -Other 
^ Student Services 

Institutional Support 
o Ph^ysical Plant Operation & Maintenance 

S tudent Aid^ Fund I and II " 



Total f-'unds I and 11 $ $ $ $ $ $ ^ 

Stu dent Aid, Scholarship Fund 
Colleges may list each scholarship 
account, or they may group them by 
source of Funds such as; 



Federal Scholarships 
State Scholarships 
etc. 



Total Scholarship Fund 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Total Educational & General ExpendituresS 


$ 


$ 


$ 


$ 


$ 


$ 



Capital Outlay 

Unrestricted Restricte d To ta_ l 

$ $ $ 




Schodulo 2 



^ COLLEGE 

AUXILIARY FUND BALANCE SHEET 
JUNE 30, 19_ 

Office 







Vending 


Food 




Central 


Duplicati ng 


Machine 


Fund 




Bookstores 


Machines 


Service 


Housing 


Stores 


Shop 


Repai r 


Total 


Assets 


















Cash 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Accounts Receivable 


















Investments 


















Inventories 


















Due From Other Funds 


















Prepaid Expenses and Other Assets 


















Total Assets 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Liabilities and Fund Balances 


















Liabilities 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Accounts Payable 


Salaries and Wages Payable 


















Payroll Taxes & Deductions Payable 


















Due To Other Funds 


















Total Liabilities 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Fund Balances. 


















Funds Restricted for Encumbrances 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Unallocated Fund Balances 


















Total Fund Balances 


$ 


$ 


$ 


$ 


$ 




$ 


$ 



Total Liabilities and Fund Sal anc6s $ $ $ $ $ $ $ $ 



^ COLLEGE 

STATEMENT OF REVENUES, EXPENDITURES ANO OTHER CHANGES 
AUXILIARY ENTERPRISES 
YEAR ENOEO JUNE 30, 19 _ 
WITH COMPARATIVE FIGURES FOR 19 „ 



Schedule 3 



Tota] 



Revenues 
Sales 

Interdepartmental Sales 

Coirmissions 

Other 

Total Revenues 

Expenditures and Other Oeductions 
Operating Expenditures 

Personnel Costs (510-598) 

Services (605-645) 

Materials & Supplies (655-665) 

Cost of Goods Sold (675) 

Total Operating Expenditures 

Other Oeduct i ons 
Capital Outlay (705-790) 
Mandatory Transfers (491) 
Non-Mandatory Transfers (492) 

Total Other Oeductions 

Net Increase (Oecrease) in Fund Balance 



Bookstore 


Vending 
Machines 


Food 
Service 


Housing 


Current 
Year 


Prior 
Year 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 






5 






t 


$ 


$ 


$ 


$ 


$ 




$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 
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Schedule 4 



_ COLLEGE 
STATEMENT OF REVENUES, EXPENDITURES AND OTHER CHANGES 
SERVICE DEPARTMENTS 
YEAR ENDED JUNE 30, 19 
WITH COMPARATIVE FIGURES FOR 19 



Revenues 
Interdepartmental Sales (469) 
Subsidy from Educational and General (492) 



Central 
Stores 



Duplicating 
Shop 



Office 

Machine 

Repair 



Total 
Current 
Year 



Prior 
Year 



Total Revenues _$ $ $ $ ^ 



Expenditures and Other Deductions 
^ Personnel Costs (510-598) $ $ $ $ $ 

w Services (605-645) 

Materials and Supplies (655-665) 

Cost of Goods Sold (675) 

Capital Outlay (705-790) 



Total Expenditures and Other Deductions _^ $ $ $ | 



I 



I \ 
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Schedule 5 



L an Funds 



May list each separate 
loan account* or may 
group them accordiny 
to categories such as: 
Loan Funds from 
Local Government, 
Loan Funds from 
State Government, 
etc. 



Total Loan Funds 

Endowment Funds 
List each endowment 
account separately 

Total Endowment Funds 
Total Loan & Endowment Funds 



. COLLEGE 

"SUHMAKV of LOBTfOND & ENDOWMENT OPERATIONS 
rOR THE YEAR ENDED JUNE 30, 19_ 



Fund Now Capital Loans 

Balance Funds Interest Returned Written 

July 1, 19 R ecGi ved Transfers Earned To Donor Off 



Col lection Fund 
and Other Balance 
Expenses June 30, 19 



Memo 
New 
Loans 
to 

Stu- 
dents 



$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


■ $ 


$ 



SI 
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^ COLLEGE 

SU(#rM^Y^"FTrWlT FUND Of'iiRATIONS 
FOR THE YEAR ENDID JUNE 30, 19 
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Total 
Funds 


Local 
Funds 


License Tag 
Foes 


SUE 
(Jonds 


Hifjiier I'd, 
Bonds 


SiKiiiiary By Fund Source 

Ucyinning Balances, July 1, 19 

Add: Revenue 

Transfers 

Bond Proceeds 
Deduct Expenditure^ 


$ 


$ 


$ 


$ 


$ 


Fund Balances, June 30, 19 


$ 


$ 


$ 


$ 


$ 


Expenditures, By Project and Source 
(List each Project) 


S 


$ 


$ 


$ 


$ 


Total Expenditures 


$ 


$ 


$ 


$ 


$ 



Surrmdry by Project 
(Li St each project) 



Totals 



D- Debt service 



Total 



Fund 
Balance 
7-1- 


1 

Receipts 


Project 
Reallocations 




Expendi tures 


Improvements 


Fund Balances, 6-''0- 


Ec|ii:ii(ient 


Bui Idi ngs 


Land 


Encumbered 


Jnencumbfc "ed 


$ 


$ 


$ 


$ 


S 


S 


S 


$ 


$ 


S 


S 


S 


$ 


S 


i 


S 


$ 


S 




Fund 
Balance 
7-l-_ 




Payments for 


Fund 
Balance 
6-30- 


Memo 
Bonds 
Outstanding 
6-30- 






Receipts 


Interest 


Pri ncipal 


S3 


S 


S 


S 


$ 


$ 


S 


S 


$ 


$ 


S 


$ 


S 



Schedule 7 



COLLEGE 





SUMMARY OF 
FOR THE YEAK 


INVESTMENT IN PLANT 
ENDED JUNE 30, 19 _ 








Balances 
July 1, 19 


Additions 


Deductions 


Balances 
June 30. 19 


Land 

Buildings (List each building) 
Other Structures and Improvements 
Furniture, Machinery and Equipment-. 
Books 
Films 

Construction in Progress 


$ 


$ 


$ 


$ 


^ Total Investment In Plant Fund 
■_, Less Bonds Payable (Fund 9 only) 


$ 


$ 


$ 


$ 


Net Investment in Plant Fund 


$ 


$ 


$ 






COLLEGE 

SUMMARY OF (iCVLNUE AND EXPENDITURES, iiY GENERAL LEDGER CODE 

FOR THE FISCAL YEAR 



Schedule 8 



Total 





General 
Current 


Restricted 
Current 


Auxi liary 
Current 


Loan and 
Endowment 


Scholarship 


Unexpended 
Plant 


Debt 
Service 


All 
Funds 


Revenue 
HUi in->Ldce nscricuidCion 
403 Out-of-state Tuition & 

Ma triculation 

etc. 


> 


> 


t 








t 


t 




■9 


j> 


$ 




t 
J* 


j> 




t 


Personnel Costs 
{List detai 1 codes) 


$ 


$ 


$ 


$ 


$ 


$ 


$ 








S 




$ 


$ 








Current Expenses 
(List detail codes) 


$ 


$ 


$ 


$ 


% 


$ 


$ 


$ 


Total Current Expenses 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Capital Outlay 

(List detail codes) 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Total Capital Outlay 


s 


$ 


$ 


$ 


$ 


$ 


$ 


$ 


Total Expenditures 


$ 


$ 


$ 


$ 


$ 


$ 


$ 
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Appendix A 



(SAMPLE) 



,COLLEGE 

NOTES TO FINANCIAL STATEMENTS 
June 30, 19 



1. Investments consist of certificates of deposits and are recorded at cost* 

2* Inventories of the Auxiliary Fund are recorded at last invoice cost. 

3. Physical Plant and equipment are recorded at cost at date of acquisition 
or at appraised value at date received in the case of gifts or purchases 
from the State's Division of Surplus Property* Some items of equipment 
purchased from the Division of Surplus Property have title restrictions* 
Depreciation on physical plant and equipment is not recorded* 

4- Bonds payable represent the College's portion of the State's Capital 
Outlay Bonds, Series 1978-A, sold through the Department of Education 
on behalf of specific community colleges and district school boards* The 
College's portion wa$ sold, pursuant to a resolution of the Board of 
Trustees, to finance construction of a learning resources center* The 
principal amount sold in January, 1978, was $265*OOD* An amount of 
$241,080 has been recorded as a liability of the Unexpended Plant Fund 
(during construction period) and an amount of $23,920 has been recorded 
as a liability of the Debt Service Fund {representing proceeds desposited 
to cover initial reserve requirements)* The maturity dates range from 
July 1, 1978, through Jaunuary 1, 1999, and the interest rates vary from 
4% to 5*5%* Interest payable to maturity on these obligations amounts to 
$179,010, 

A portion of the future allocations of the College's Capital Outlay and 
Debt Service Funds (provided by the State from legally obligated monies 
for such purpose) are pledged as revenue to secure the issue* The actual 
debt service payments are made by the State Board of Administration from 
monies provided by the Department of Education on behalf of the College* 

5. Employees of the College participated in retirement plans of the State 

administered by the Department of Administration, Division of Retirement* 
Information regarding the acturial soundness, financial condition, etc*, 
of the State's retirement plans is not made available to the College and 
accordingly is not disclosed herein* 

6* Attendance and leave policies and regulations make provisions for granting 
employees a specified number of days leave each year* Leave will be taken 
or will become payable at termination as provided by Section 240*343, Florida 
Statutes and Rule 6A-14*431, Florida Administrative Code* Leave earned but 
not taken at June 30, 19 represents a commitment for future expenditures; 
however, this commitment is not presented in the balance sheet because it is 
not practical to estimate the cost of such accrued leave* 
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Appendix A 



The amount of uncollcctabln notes receivable* from student loans is 
estimated to be $1 ,491 . 

Contracts in the amount of $1^533,633 have been awarded for the construc- 
tion of the learning resources center mentioned in note 4 above. 
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AIM^INDIX B 



(SAMPLE) 

COLLEGE 

SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES 
June 30, 19 



The significant accounting policies followed by 

College are described below to enhance the usefulness of the financial 
statements to the reader. 

Reporting Entity 

Although the College is considered a separate entity for financial reporting 
purposes, it 7S a part of the State's Community College System. The College is 
managed by an appointed board of trustees, but is under the general direction and 
control of the Department of Education, Division of Community Colleges and also 
governed by Florida Statues and Rules of the State Board of Education. 

The College maintains its accounts under various Fund captions as prescribed by 
the Department of Education, Division of Community Colleges. The Funds are 
structured around the recommendations of the National Association of College and 
University Business Officers. 

Basis of Accounting 

The accounts were maintained and financial statements were prepared on the accrual 
basis of accounting except for depreciation accounting as explained in note three 
to the financial statements* Notes receivable from students are reported at face 
value* An estimate of the amount of uncollectible loans is shown in note seven 
to the financial statements* Revenues of an academic term that encompasses parts 
of two fiscal years, such as a summer session, are reported in the fiscal year in 
which they are earned and expenditures are reported in the fiscal year in which 
the goods or services are received. Student fees are considered earned when the 
College's refund period has expired* 

The Statement of Changes in Fund Balance is a statement of financial activities 
of all funds related to the current reporting period* It does not purport to 
represent the results of operations or the net income or loss for the period as 
would a statement of income or a statement of revenues and expenses* 

To the extent that current funds are used to finance plant assets, the amounts so 
provided are accounted for as expenditures 1n the case of acquisition and normal 
replacement of movable equipment and library books, and as transfers of a non* 
mandatory nature for construction of physical plant. 

Fund Accounting 

In order to insure observance of limitations and restrictions placed on the use 
of resources available to the college, the financial records and accounts of the 
college are maintained in accordance with the principles of "fund accounting"* 
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APPENDIX (J 



Thir; \% the procodure by which ror;ourccr; for vtiriour; purporios tire cldr»r;ified Tor 
accountinrj and rcportiny purpooeii Into funds that ore in accordance with activi- 
tier; or objoctiver; r;pecified. Separate accounts are maintained for each fund; 
however, in the accompanying financial r;tatementr; » fundo that have oimiltir charac 
terir;tics have been combined into fund groups. Accordingly, all financial tranr;- 
actions have been recorded and reported by fund group* the funds us;ed are define 
ar; follows: 

1 . G enera l Current Fund 

This fund is used to account for resources that are availablo for the 
general financial requirements of the college, the only restrictions 
being those imposed by law and the budget. Generally, they are the 
resources received to finance the educational program of the college 
as a whole. The organizational units financed through this fund are 
those which are directly concerned with the operation and support of 
the educational program* 

2. Restricted Current Fund 

This fund is used to account for resources that are available for the 
operation and support of the educational program hut are restricted by 
the donors or other outside agency as to tho specific purpose for 
which they may be expended* The organizational units financed through 
this fund are usually the same as those financed through the General 
Current Fund. 

3. Auxil iary Fund 

This fund is used to account for both auxiliary activities and service 
departments. Auxiliary activities are those established primarily to 
provide non-instructional services for sale to students, faculty and 
staff and which are intended to be self-supporting. Service departments 
are those established to provide services for other departments of the 
college. 

4- Loan and Endowment Fund 

This fund is used to account for two types of resources: loan funds 
and endowment funds* 

Loan funds are those resources which are available for loans to 
students regardless of whether or not the college is responsible for 
collection of the loan. When the college is requested to do fiduciary 
accounting for loans which are to be repaid to some other agency, 
they are included here and loans made during the year are written 
off against fund balance at the end of the year. Loan funds for which 
the recipient of the loan is not selected by the college are not 
included in this fund* Such funds are included in the Agency Fund or 
in the General Current Fund. 

Endowment funds are those resources the principal of which must be 
maintained inviolate to conform with restrictions placed thereon by 
the donor or other outside agency. Generally, only the income from 
these funds may be used. Sometimes, however, terms of the endowment 
provide that the principal may be expended upon the passage of a 
stated period of time or the occurrence of a particular event. These 
are called "term endowment funds" and are reported separately from 
true endowments . 
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Endowments arc cla-isifiud as *'rf.*%trictnd" if the income may bo used only 
for ccrttiin designated purpor>05 and aro cldr>sifiod as ''unrostrictod*' 
if the income may be used, without restriction, for .iny purpoiso of the 
college. 

5 . S cholarship Fund 

this fund is used to account for resources available for awards to 
students but that are not in payment for services rendered and will not 
require repayment to the college. Funds received from donors, who 
reserve the right to designate the recipient of the award, are not 
accounted for in this fund, but are accounted for in the Agency Fund 
or the General Current Fund. 

6. Agency Fund 

This fund is used to account for resources received and held by the 
college as custodian or fiscal agent for others and for temporary 
revenue and expenditure accounts which serve as "clearing" accounts 
for resources which cannot be immediately classified by fund. Agency 
accounts are classified as: 

Clearing Accounts - Temporary accounts to aid the college in 
distributing income and expenditures between funds. 

Organizations - Activities of students, faculty or staff or 
other organizations indirectly related to the collp^e, including 
organizations which provide loans to students but which are not 
repaid by the college. 

7. Unexpended Plant Fund 

This fund is used to account for resources that are available for the 
acquisition or construction of physical property to be used for 
college purposes and resources designated for the major repair or 
replacement of college property. These funds, generally, can be 
expended only for projects approved by a State Department of Education 
survey and include the purchase of land, site development, building 
construction costs, initial furnishings and equipment for new buildings 
and major repairs. 

8. Debt Service Fund 

This fund is used to account for the resources which will be used to 
retire the long-term debts of the college. Resources used for re- 
tirement of the debt and payment of interest on the obligation are 
accounted for in this fund. 

9. Invested in Plant Fund 

This fund . used to account for the cumulative costs of plant assets 
of the college. The assets consist of land, buildings, other struc- 
tures and Improvements, construction in progress, furniture, machinery^ 
anJ equipment, books and films. 
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SECTION 5 
QUARTERLY KINANCIAL REPORTS 



These reports provide an interim status statement of the financial condition 
of the college by providing up-to-date accounting information. The following 
reports are used for this purpose: 

K Quarterly Statement of Trial Balance - This report shows the 
quarterly status of each general ledger account. 

2. Quarterly Statement of Budgeted and Actual Revenues - This report 
provides current budget estimate and the actual revenue recorded 
year-to-date for each revenue account. These data are collected 
for the following funds; General Current* Restricted Current and 
Unexpended Plant. 

3. Quarterly Statement of Budgeted and Actual Expenditures - This 
report provides current budget estimate and the actual expenditures 
year-to-date for each expenditure account. These data are collected 
for the same three funds as the revenues. 

4. Quarterly Report of Expenditures Budgeted by Function - This Is a 
report submitted quarterly which shows the currerit budget status for 
expenditures by function in summary form (General and Restricted 
Current Funds only) . 

The above reports are not required for the fourth quarter of any fiscal year 
since the required data is contained in the Annual Financial Report. 
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COLLEGE 

TRIAL UALANCE 



SAMPLE FORMAT 



Date 



NAME OF FUND 
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G. L. Balance YEAR-TO-DATE Balance 

Code Account Name 7-1- Debits Credits (Current Date) 

101 Cash in Bank $ 60,000.00 $ 705,000.00 $ 458,800.00 $ 306,200.00 

122 Petty Cash 1,000.00 1,000.00 

130 Accounts Receivable 10,000.00 10,000.00 

162 Investments 20,000.00 5,000.00 25,000.00 

180 Due from Other Funds 25,000.00 ;!5,000.00 

225 Accounts Payable 4,000.00 CR 4,000.00 

280 Due to Other Funds 4,000.00 4,000.00 CR 
301 Funds Restricted for 

Encumbrances 12,000.00 CR 456,000.00 765,000.00 321,000.00 CR 

311 Fund Balance-College 100,000.00 CR 12,000.00 112,000.00 CR 

340 Budgeted Revenues 1 ,000 ,000. 00 1 ,000 ,000. 00 

350 Budgeted Salaries ' 700,000.00 CR 700.000.^0 CR 

351 Encumbrances - Salaries 650,000.00 340,000.00 310,000.00 

360 Budgeted Current Expenses 250,000.00 CR 250,000.00 CR 

361 Encumbrances - Current 

Expenses 100,000.00 95,000.00 5,000.00 

370 Budgeted Capital Outlay 60,000.00 60,000.00 CR 

371 Encumbrances - Capital 

Outlay 27,000.00 21,000.00 _ 6,000.00 
380 Budgeted Fund Balance 

Changes 10,000.00 10.000.00 

400 Revenues 5,000.00 700.000.00 695.000.00 CR 

500 Salary Expenditures 340,000.00 340.000.00 

600 Current Expense Expenditures 93,500.00 500.00 93.000.00 

700 Capital Outlay Expenditures 20.800.00 20.800.00 c 

$ $2.406,300.00 $2,406,300.00 i 
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STATEMENT OF BUDGETED AND ACTUAL REVENUES 
Fron» July t, Through ^ 19_ 



, COLLEGE SAWLE FORMAT 



401 In-State Matriculation 

403 Out-of-state Matric, latlon 

and Tuition 

404 Laboratory Fees 
409 Other Student Fees 

421 College Progidin Fund 

422 License Tag Fee Allocation 

423 Gross Utility Tax & Higher 

Education Bonds 

435 From Health, Education and 
Welfare 

481 Interest and Dividends 

491 Transfers^ Mandatory 

TOTAL REVENUE 



GENERAL CURRENT FUND 



Revenue 
Year-tO'Date 



Current 
Budget 



RESTRICTED CURRENT FUND 



Revenue 
Vear-to-Da te 



Current 
Budget _ 



UriEXPENDED PLANT FUND 



Revenue 
Year-to-Date 



Current 
Budget 



DEBT SERV ICE FUND 



Revenue 
Vear-to-Date 



Current 
Budget 



COLLEGE 



STATEMEriT OF BUDGETED mu ACTUAL EXPEHDITURES 
From July 1, 19 Through , 19 



SAMPLE FORMAT 



SALARIES 



510 Executive, Admin., Managerial 
540 Tech*, Clerical, Trade R Service 
585 Student Employment 
etc* 

Total Salaries 
CURRENT EXPENSE 



605 Travel 

610 Freight and Postage 

615 Telephone and Telegraph 

620 Printing 

625 Repairs & Maintenance 

630 Rentals 

635 Insurance 

640 Utilities 

- Etc. 

Total Current Expense 

CAPITAL OUTLAY 
"tTu Furniture & Equipment 
730 Library Books & Films 
750 Buildings & Fixed Equipment 
790 Other Structures i Improvements 

Total Capital Outlay 

TOTAL - ALL EXPENDITURES 



GENERAL CURRENT FUND 



Expended 
Year-to-Oate 



Current 
Budget 



-1- 



RESTRICTED CURRE NT FUND 
Expended 



Year- to-Date 



Current 
Budget 



UriEXPEHDED PLANT FUND 



Expended 
Year-to-Date 



Current 
Budget 



DEBT SERVI CE FUND 
Expended 



Year-to-Date 



Current 
Budget 



erJc 



• 



SAMPLE FORMAT 

COLLEGE 



SUMMARY OF BUDGETED EXPENDITURES BY FUNCTION 
CURRENT FUND 



FUNCTION 


PERSONNEL 


CURRENT EXPENSE 


CAPITAL OUTLAY 


TOTAL 


INSTRUCTION 










RESEARCH 










PUBLIC SERVICE 










ACADEMIC SUPPORT 










STUDENT SERVICES 










INSTITUTIONAL SUPPORT 










PLANT OPERATION & MAINTENANCE 










STUDENT AID 










CONTINGENCY, TRANS., ETC. 










to;al 










1 
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SECTION 6 
COST ANALYSIS 



Introduction 

This section describes the system for the analysis of operating expenditures 

of Florida cotiimunity colleges. The system provides uniform procedures, definitions, 

and report forms to be used by each college to develop, analyze, and report cost 

information. 

Objectives 

The system for analysis of the operating expenditures of Florida community colleges 
is designed to show the cost of providing instruction for each individual course 
and for Various levels of course aggregations. All courses and their associated 
costs are included in the analysis regardless of the source of revenues which 
support them. The system identifies the components of cost according to two 
basic parameters : 

A. The type of expenditures; i.e., personnel expenditures, supplies 
and service expentHtures, and equipment expenditures. 

B. The purpose of the expenditures; i.e.. Instructional ^ilaries, 
departmental expenditures, and support program expenditures. 

The information developed by this system can be used for the following purposes: 

A. To aid college administrators in making resource allocation and pro- 
gramming decisions, 

B. To conduct comparative cost studies, 

C. To develop and support requests for funds from the State Legislature, 

D. To allocate funds to individual colleges^ 

E. To make long-range cost projections. 
General Principles and Definitions 

The following general principles should be applied uniformly by colleges when 
conducting the cost analysis: 

A. Expenditures included in the analysis are those recorded in the 
General Current (Fund 1) and Restncted Current (Fund 2) funds 
with the exception of fee waivers recorded as expenditures in 
Accounts 598 and 680 and certain non-program expenditures (see 
CA-1). It also includes the expenditures from accounts 710-Furn7 ture 
and Equipment and 730-Llbrary Books and Films recorded in Fund 7, the 
Unexpended Plant Fund. 
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The analysis includes all courses which began in the ACADEMIC YEAR. 
The instructional personnel expenditures associated with conducting 
these courses are included in the analysis for the academic year in 
which the courses were taught* All other expenditures (other personnel 
expenditures* current expense, and capital outlay) are taken for the 
FISCAL YEAR. In other words, all expenditures mado to persons for 
conducting instructional activities (courses) are assigned to the 
courses they taught. Thus, an adjustment must be made if the expenditure 
was made in another fiscal year (see Report CA-1), 

The unit for measurement of production is the semester credit (SC) and 
semester credit equivalent (non-credit courses)* The credit equivalent 
is computed by dividing the total nu'nber of instructional hours in non- 
credit courses by 27* Semester credit and equivalencies are converted 
to annualized full-time equivalent units (FTE) by dividing the total 
number by 30* 

There are two basic formats for developing and displaying cost data; 

1* Direct costs are those associated with conducting activities 
classified according to the principles and definitions in the 
Cotrafiunity College Information Classification Structure (ICS). 

Report CA-2 shows the cost centers for which direct costs are 
to be reported. Direct costs are defined in this analysis as 
those which can be directly related to conducting an activity 
or a set of activities defined in the ICS* 

2* Full costs are those related to producing a specific quantity 
of output* In this analysis, full costing is accofnplished for 
instructional programs only* The assumption is that instruction 
is the production function of the Florida cormiunity colleges* 
Support costs are allocated to instructional cost centers based 
on ^'charge back*' procedures or semester credit ratios. (See 
paragraph I below*} Full costs displayed in Report CA-3 are shown 
for each course offered by the college with summary costs for each 
level of aggregation* 

The cost components for each cost center are as follows; 

1* Personnel Expenditures - Includes personnel benefits as well as 
all other expenditures for personnel services* (See 500 series 
of accounts in Section 2 of Accounting Manual.) (Tuition Waivers, 
Account 598, are excluded,) 

A. Instructional 

B* Executive, Administrative, Managerial 
C* Professional/Special ist 
D* Support 

(For definitions of these categories, see instructions for 
Report CA-2*) 
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2. Supplies and Services Expenditures - Current Expense and Minor 
Equipment Account 705. 

3. Equipment - Type 1, annual expenditures for equipment. 

Type 2, depreciation on equipment. 

Distribution of Personnel Expenditures - The distribution of personnel 
expenditures and assignments is based on the principles found in Work- 
form A - Personnel Assignments. The output of the system is the FTE 
positions and the personnel expenditures distributed to the cost centers 
of the ICS. 

The following principles apply to the distribution of personnel 
expenditures and assignments: 

1. Personnel expenditures include amounts expended by the college 

for salaries and employee benefits {e.g., social security, retirement, 
and insurance contributions). 

2. The personnel expenditures and assignments of an individual are 
distributed to the cost centers and the personnel categories based 
on each assignment's proportionate share of the individual's total 
workload. 

The following diagram emphasizes the required procedure to distribute 
personnel assignments (and proportionatedollars) to both personnel 
categories and ICS categories; 



Personnel Categories 



Categories 



Instruction 


Exec. , Admin. , Man. 


Professional/ 
Specialist 


Support 


% of 

Assignment 


% of Assignment 


X 


X 


% of 

Assignment 


X 


X 


X 


X 


X 


X 


X 
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3. Instructional personr.el expenditures and assignments are 
distributed to each course on the basis of the number of 
credit hours or equivalents taught and the percentage of 
an individuals assignment associated with the instruction 
function. 

The following example illustrates the procedure to be used 
to distribute instructional personnel expenditures and 
asoi Cements: 

A* Salary + personnel benefits = $15*000 

B. Annua^ ful l load standard, is 42 credit hours 

05 FaTT term* 15 Winter term* 12 Summer term (6 + 6)] 



Courses 




Credit 


Expend. 


FTE Posi. 


Taught 


Discipline 


Hours 


Distri . 


Distri . 


Bio. 101 


1.10.0400 Biol.Sci. 


15 


$6429 


.36 


Bio. 211 


1.10.0400 Biol.Sci. 


8 


3428 


.19 


Chem.lOl 


1.10.1900 Phys.Sci. 


12 


$5143 


.29 


Annual Total 


for this instructor 


35 


$15,000 


.84 



In this example each course that the person taught receives a share 
of the expenditures and FTE positions computed by taking the proportion 
that his workload was for each course times the total salary and total 
FTE, respectively. 

For persons that have both teaching and non-teaching assignments* the 
expenditures distributed to the courses and those distHbuted to the 
other assignments should be based on a proration of the person's total 
workload. For example* a department chairman may have the following 
assignment distribution; 

% for teaching equals 4056 of the base salary and assignment* 

% for department administration is 60% of the base salary and 
assignment* 

Annual salary was $16,000 base plus a $1,000 supplement for 
department chairman duties* 

Distribution; 

to courses (teaching) - *4 FTE and $6»400 
to Department Administration - .6 FTE and $10*600 
($9*600 Base + $1*000 Supplement) 

Note that the salary supplement is charged against the department 
actaiinistration activity and not against the teaching activity. 
The salary expenditure and FTE is then distributed to the individual 
courses as shown above* 



The iame procedure is used to distribute the salary expenditures 
and assignments of all persons who have multiple assignments in- 
cluding teachiro* 



P'^rsonnel expenditures and 
professional (Executive, Admi 
Professional/Specialist) acti 
ICS cost centers on the basis 
assignments for an FTE positi 
personnel office with work as 
services, and intramural prog 
and was paid $12,000 (includi 
illustrates the distribution 
person* 



signments for non-instructional 
nistrative, Managerial and 
vities are distributed to the 
of a proportionate proration of 
on. Assume a person in the student 
signments in counseling, placement 
rams was full-time for twelve months 
ng personnel benefits). The following 
of personnel expenditures for the 



Subfunction 



Assignment 
Proportion of 
FTE Position 



5*30 Counseling ,50 

5*40 Placement *30 

5J0 Social and Cultural *20 
Development (intramurals) 



Expenditures 
Distribution 

$6,000 
3,000 
2,400 



Personnel expenditures and assignments for support staff activities 
are distributed to the ICS cost centers using one of the following 
procedures: 

A. Distribute the expenditures and assignments based on an 
analysis of the workloads and assignments of each support 
staff using the procedures described in Workform A - 
Personnel Assignments* 

B* Distribute the expenditures and assignments in the same 

proportion as those of the professional staff in the departments 
in which the support positions are found or in the same pro- 
portion as the distribution of student semester hours (in 
instructional departments). 

The following illustrates the use of option B to distribute support 
staff expenditures and assignments: 
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The Natural Science Department hod the following 
distribution of p'^ftjssionol stoff assignments to 
the disciplines: 

Professional 

Disciplines PTE Position s % 

Biological Science 10.5 45 

Physical Science 11*6 > 49 

Architectural and Environmental 
Design 1 .4 



TOTAL 23.5 TOOX 

The distribution of two full-time equivalent support 
positions with a total salary of $14^250 would be as 
f 0 1 1 ows : 

PTE Support Salary 
Discipline % Distribution Staff Distribution 

Biological Science 45 *90 $6412.50 

Physical Science 49 .98 6982.50 



Architectural and Environ. 

Design 6_ .12 855.00 

TOTAL 1 OOSi 2 . 00 $14250.00 

This procedure may also be used for the distribution of 
support staff expenditures and positions for support 
departments; e,g.^ Learning Resources^ Student Services^ 
Executive Management^ etc. 

Distribution of Expenditures for Supplies and Services - This is a cost 
component which includes most of the current expense accounts in the 
Florida Community College Accounting Manual (pages 12-3 through 12-9). 
Account 680, Fee Waivers, is excluded from this part of the analysis, 

1, Expenditures for supplies and services of departments should be 
distributed directly to the ICS cost centers if expenditures can 
be so identified and documented for audit purposes, 

2. Expenditures for supplies and services of instructional departments 
that cannot be specifically identified with cost centers are 
distributed on the basis of student credit hours. The following 
example illustrates the procedure: 



Assume you had a Social Science Department with expenditures 
of $3»000 for supplies and services. The disciplines supported 
by this department and the student credit hour (SCH) production 
were as follows; 



Discipline SCH _ $ Distributed 

K 10, 2200 Social 

Science 7380 70 $2,100 



MO, 2000 Psychology 2910 27 810 

1J0,0300 Area 

Studies 312 3 90 



3. Expenditures for supplies and services from non-instructional 

organizational units not specifically Identified with cost centers 
are distributed in the same proportion as personnel expenditures. 
The following example illustrates this procedure; 

Assume a Counseling Department with $81,000 in personnel 
expenditures and $4,000 In expenditures for supplies and 
services. The personnel expenditures are distributed to 
the cost centers In the following manner; 



Supplies & 





Personnel 




Services 




Expenditures 




Expenditures 


Cost Centers 


Distribution 


% 


Distribution 


5.10 Social & Cultural 


$15,000 






Development 


18 


$ 720.00 


5. 30 Counsel ing & 








Advisement 


46,000 


57 


2,280.00 


5.40 Placement 








Services 


8,000 


10 


400.00 


5.50 Financial Aid 








Administration 


12,000 


15 


600.00 


Total 


$81 ,000 


loO% 


$ 4,000.00 
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Equipment Expenditures and Depreciation Costs - Equipment expenditures 
are those made during the current fiscal year for equipment as defined 
in the Florida Community College Accounting ^tanual . This includes 
expenditures of Funds 1, 2, and 7 recorded in Accounts 710, Furniture 
and Equipment, and 730, Library 8ooks and Films. Depreciation costs are 
derived by taking one-fifth (1/5) of the total expenditures for equipment 
purchased during the preceding five year period (including the year being 
analyzed) and 1s still inventoried and used by the college. Equipment 
expenditures and depreciation costs are both reported in Report CA-2. It 
should be noted that equipment expenditures are reported as an information 
item, whereas depreciation costs are used in the computation of full cost 
in Report CA-3. 
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In the performance of the Direct Cost study, both equipment expenditures 
and depreciation costs should be distributed from the organizational units 
(departments) with which they are identified to the cost centers of the 
ICS on one of the following bases; 



1. 
2. 
3, 



A use study; or 

If a use study is not conducted, the best estirpate.of use; or 
If neither of these two methods are appropriate-r^distribute 
on the basis of a parameter that is most appropriate; i.e., 
student semester hours for instructional cost centers, full- 
time equivalent positions for support cost centers, etc. 



One method is not specified as standard since in different situations 
any one of the methods may be preferable to the other two. A use study 
means that records are maintained on the amount of use made of certain 
equipment by activities within the cost centers of the ICS. The best 
estimate of use method means that the department administrator assigns 
a certain utilization of equipment to the cost centers supported by the 
department. The parameter method means that one selects a specific 
utilization parameter (SCH, FTE positions, etc) which is used to distri- 
bute the cost of the equipment to the cost centers. 

The following example illustrates the distribution of equipment 
expenditures and depreciation costs from one organizational unit 
to three cost centers (note that the proportions may be different 
for expenditures and depreciation): 



Organizational 
Unit 



Use Study or 
Best Estimate of 
Use Proportion 



Equipment 
Expenditures 
$ 1,000 



Depreciation 

Costs - 
$ 6,000 



Cost Centers of 
Information Classification 
Structure 




$ 500 Eq. Ex. 

T ,200 Dep. Cost 



$ 400 Eq. Ex. 
$ 3,000 Dep. Cost 



$ 100 Eq. Ex. 
$ 1 ,800 Dep. Cost 
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Inese procedures assume that each college has an Inventory of 
equipment which accounts for each item by organizational unit 
or has records of expenditures for equipment by organizational 
unit. Since depreciation costs are based on a f1ve-year» straight 
line depreciation schedule^ equipment acquired (and still in use) 
during the past five years (including the year being costed) should 
be depreciated by one-fifth (1/5) of its purchase price. All equip- 
ment over five years old will be considered to have zero dollar value 
for costing purposes. 

I, Allocation Procedures - Items F» G» and H above discussed the 

procedures for distribution of expenditures from the organizational 
structure for the ICS for direct cost purposes. Once this distri- 
bution is accomplished^ it is possible to obtain full costs by 
allocating the expenditures of support functions to the instructional 
functions. 

Support expenditures that can be associated with a particular 
instructional department^ course, or group of courses should be 
allocated to these when conducting the full cost study. In other 
words^ institutions maintaining usage records for "charge back" 
purposes should use such records for allocating support costs. These 
expenditures should be included in the college-wide costs for the 
specific courses in the CA-3 full cost report. Documentation of 
back-up records which support such allocations should be maintained 
for audit purposes. Other support costs should be allocated to 
instructional courses based on the semester credit loads of the 
various courses. 

Equipment depreciation is allocated for Report CA-3, Full Cost of 
Instruction, Equipment expenditures for the current year are not 
included in the allocation procedure. 

Reports 

Three reports are categorized as cost analysis reports; 

CA-1, Identification of Operating Expenditures by Fund 
CA-2, Direct Cost of Primary and Support Programs 
CA-3» Full Cost of Instruction 




Identification of Operating Expenditures by Fund 

(CA-1) 



P urpose of the Report 

This report is designed to identify the expenditures included in the analysis 
of operating expenditures* The data reported are to demonstrate that all de- 
ductions during the fiscal year under analysis from each fund maintained by the 
college have been taken into account in identifying expenditures that represent 
operating costs* 

Instructions 

EXPENDITURES COLUMN HEADINGS 

Personnel Expenditure s - All expenditures recorded in the 500 
series of accounts during the fiscal year under analysis. 

Current Expense - All expenditures recorded in the 600 series 
of accounts during the fiscal year under analysis* Also included 
are expenditures for minor equipment if recorded in Account 705* 

Capital Outlay - All expenditures recorded in the 70C series of 
accounts, except those in the 705 Minor Equipment Account, if used* 

Total - The sum of the three types of expenditures reported in the 
columns* 

REVENUE COLUMN HEADINGS 

Federal - All revenue received from the federal governnent which can 
be used for current operating expenditures* 

State - All revenue received from the State of Florida which can be 
used for current operating expenditures. 

Student Fees - All revenue received from students which can be used for 
current operating expenditures* 

Other - All revenue from other sources which can be used for current 
operating expenditures, Transfers-in are reported in this column. 

Total - The sum of the four types of revenue reported in the columns* 

ROW HEADINGS 

General and Restricted Currend Funds - Record in these rows the 
expenditures and revenue actually recorded in the annual reports for 
the two funds* 

Unexpended Plant Fund Expenditures and Revenues - Enter the revenues and 
expenditures recorded in general ledger accounts 710 - Furniture and 
Equipment and 730 - Library Books and Films* 

Total Expenditures and Revenue in Annual Report - This row is simply 
the total of the General and Restricted Current Funds and general ledger 
accounts 710 and 730 of the Unexpended Plant Fund* 
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Tra nsFors Out - Since tronsf ers-out are not to be included in the 
cost analysis, provision is mode to d educt them front the total 
expenditures for analysis. Trans fers-in , however, should be added 
to the available revenue in the Other col umns in the lower matrix. 

"/ 

Fiscal/Academic Year Adjustment Enter in this row the net adjustment 
figure for the following situations: 

/ 

A. The Instructional Personnel Expenditures made between the 
beginning of the fiscal year and the beginning of the academic 
year for courses which occurred in the preceding academic year 
are excluded, or deducted* in the adjustment. 

B. The Instructional Personnel Expenditures made after the fiscal 
year has ended (in the subsequent fiscal year) for courses that 
begin in the acadeinic year being costed should be included, or 
added, to the total expenditures for analysis. 

Less Expenditures for Capital Outlay - All expenditures for the fiscal 
year for capital outlay as shown on row four. The purpose of this 
entry is to show that all capital outlay expenditures have been removed 
from the cost analysis systein. 

Plus Depreciation - The actual depreciation amount (total) which was 
used in the analysis. The purpose of this entry, along with the fore- 
going entry, is to show the net effect of using depreciation rather than 
equipment expenditures in the cost analysis. 

Met Transfers - The purpose of this entry is to remove the amounts 
transferred into or out of the General Current Fund and the Restricted 
Current Fund from the analysis of expenditures. 

Less Fee Waivers - The entry is used to remove the effects of fee waivers 
on the revenue or expenditures used in the analysis. The entries under 
revenue and expenditures should offset (equal) one another. 

Less Off-Campus Work-Study Expenditures and Revenue - This entry is used 
to remove the effects of off-campus work-study revenue and expenditures 
in the analysis. 

Less Non-Program Expenditures and Revenues - Exclude expenditures made 
and revenues received under the terms of a contract or agreement with a 
second party to make reimbursable payments for which the college receives 
no benefit in the form of goods or services and are not related to any 
program of the college. Examples are funds received from the federal or 
state government to conduct a study or perform a service for the benefit 
of the granting agency. In these cases the college is acting only as an 
agent for the flow of funds and thus receives no benefits or uses any 
resource related to tne project. If however, the college receives any 
tangible benefits surh as work services under CETA or student work study, 
the expenditures should not be excluded even though the expenditures are 
fully reimbursable under the terms of the agreement. Attach a separate 
schedule to the CA-1 report listing the source of funds and a brief 
description of the projects excluded from the cost analysis. 
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Report CA-1, IDENTIFICATION OF 

OPERATING EXPENOITURFS 
BY FUND 



College: 



ProparocI by: 



Due Date: November 1 



Hkliih r r,r»l„HtM»n. CtXnnnittmiWr 
/^l I |i pnA Imt W l»(Ht tibial IH^HhlumlV *rti|iluyii 



Oate Prepared: 



Signature of Pres; 



EXPENDITURES 



General Current Fund 

Restricted Current Fund 

Unexpended Plant Fund ( 710 & 730) 

TOTAL Expenditures in Annual 
Report 

Fiscal/Academic Year Adjustment 

Less TransferS"Out 

Less Expend, for Capital Outlay 

Plus Depreciation 

Less Fee Waivers 

Less Off-Campus Work-Study Exp, 

Less Non-Program Expend. 

TOTAL Current Year Operating 
Expenditure for Analysis 




Student 
Fees 



REVENUE 



Federal 



State 



Other 



Total 



General Current Fund 

Restrict, Curr. Fd, 

Unexpended Plant Fd, 

TOTAL Revenue in 
Annual Report 

Less Fee Waivers 

Less Off-Campus 
Work-Study Rev, 

Less Non-Program Rev 

ADJUSTED REVENUE 

Percent of Total 




Return to; Bureau of Research and Information Systems* Division of Coimiunity Colleges, 
Department of Education* Tallahassee* Florida 32304 
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Direct Cost of Primary and Support Functions 
(CA-2) 

Purpose of the Report 

This report is designed to summarize the cost analysis findings and identify 
personnel resources utilized by a college during an academic year. It shows 
the direct cost of each institutional category and support subfunction. It 
also shows the number of full-time equivalent positions for each cost center 
and personnel assignment category. The form should be reconciled to CA-1 and 
CA-3 in the following manner; 

A. The total expenditures reported in CA-2 equals the "Total Current 
Year Operating Expenditures for Analysis'* in CA-1 and the total 
expenditures included in CA-3 (i.e., total Student Credit Hours 
times the weighted average cost/SCH for all courses). 

B. The total direct "Instructional Expenditures" column in CA-2 equals 
tht total "Instructional Personnel Expenditures" reported in CA-3. 

C. The total of all expenditures included in Part 1 - Instructi on of the 
CA-2 report equals the expenditures included in the "InstrucFTonal 
Personnel Expenditures" plus "Other Instructional Expenditures*' columns 
of CA-3 (Equipment depreciation only is used from CA-2 to make this 
reconciliation), 

D. The total expenditures in Part 2 - Support Functions of the CA-2 report 
equals the total expenditures included in the "College-Wide Expenditures** 
column of CA-3 (Equipment depreciation only is used from CA-2 to make 
this reconciliation). 

General Instructions for the Distribution of Personnel Assignments and_Expenditures: 

This report includes a distribution of expenditures and personnel assignments for 
all full-time and part-time employees of the college. To insure comparability of 
the information reported it is necessary that distribution of cost and assignments 
be derived from the same analysis and/or procedures so that both the dollars and 
assignments fall into the same functional and personnel categories. The suggested 
procedures shown in the sample workforms for the personnel assignments provide 
detail guidelines which colleges should use to distribute expenditures and assign- 
ments* As these workforms indicate, the assignments of each professional staff 
position should be analyzed and distributed to the appropriate cost centers of the ICS. 

It is important to note at this point that the standards used to compute full-time 
equivalent positions are not intended to dictate institutional policy, rather they 
provide only a uniform basis for computation of full-time equivalent positions for 
reporting. 

The following are the procedures which are to be followed in determining the full- 
time equivalent positions which are reported for each category of personnel in the 
CA-2 report: 

Instructional Assignments and FTE Positions - A full-time equivalent (FTE) 
instructional position is defined as the equivalent of one person carrying a 
full workload for the entire academic year (three semesters). The following 
standards are applied to computations of instructional FTE positions: 
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K The basic units to be used to compute the FTE position are 
usually the credit hour of instruction and its equivalent for 
non-credit courses* One (l) full-time equivalent instructor 
equates to a standard faculty workload of 42 credit hours of 
instruction for the academic year (15 Fall + 15 Winter + 12 Summer), 
In equating faculty workloads for non-credit courses, 27 contact 
hours of instruction equates to one (1) credit hour. 

2. The credit hour of instruction is not a good measure of faculty 
workload for some credit courses; e*g., laboratory courses, 
physical education courses, individual music lessons, etc* In 
these cases, and only in these cases, use the instructional contact 
hour as the standard; i*e*, 15 instruction hours in the Fall + 
15 in the Winter + 12 in the Summer equate to one (l) FTE position, 

3* In some colleges adjustments are made to faculty workloads for 
very large sections (multiple sections meeting at the same time 
and place)* It is permissable in these exceptional cases to use 
the collegers definition of a full workload in the computation of 
a FTE instructional position. 

If one wishes to convert to an academic year (two semesters) base of 30 
credit hours, they can simply multiply the reported FTE positions by 1,4* 
However, to have consistent reporting from all colleges the 42 credit hour 
standard shall be used in this report * 

The Academic Year is not compatible with the various contractual arrangements 
which colleges have with their instructional employees, but it is necessary 
to use the standard year to obtain comparable information* Each part-time 
personnel should be treated in the same manner as full-time personnel; i*e*, 
their proportionate FTE assignment should be distributed to the appropriate 
cost centers (disciplines)* 

Instructional Function - Administrative or Managerial Assignments and FTE 
Positions - This category of personnel assignments include those made for 
administration or management of instruction departments, divisions, or 
organizational units* The standard for an FTE administrator is defined as 
252 days per year and a normal workweek (usually 37*5 or 40 hours)* As was 
done for the instructional faculty, the assignments for administrative or 
managerial purposes should be distributed to the appropriate cost centers 
(disciplines) of the ICS* Those administrative assignments that are associated 
with r*elease time from instructional duties should also be included and costed 
as administrative-managerial positions* 

Instructional Function - Support FTE Positions - This includes assignments which 
are classified as supportive In nature (e*g*, clerical, secretarial, etc*) and 
are in instructional departments or organizational units* For support personnel 
assignments it is acceptable to distribute the proportionate FTE and expenditures 
to the various cost centers of the ICS on the basis of the distribution of 
instructional and administrative personnel* In other words, the total full- 
time equivalent support positions in the instructional program may be distributed 
to each of the disciplines based upon the distribution of the professional staff* 
Thus, it is not necessary to analyze the individual assignments of each of the 
support personnel in the instructional area* The standard for FTE support 
positions is defined as 252 days per year and a normal workweek (usually 37*5 
or 40 hours) * 
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Support Function - Executiv e , Admin istrat ive and Manaqeriol Assignments and 
HE "Positii'ons - This includes assignments with the primary duty of plannintj, 
organizing, and managing organizational units other than those directly related 
to instruction. In many colleges, individuals will have assignments which cut 
across functional and personnel category lines; e.g,, 

1. a person, or position, may have assignments which are related 
to different subfunctions in the support area. 

2. a person, or position, may have assignments in two different 
personnel categories; i.e., executive, administrative, managerial 
and non-instructional professional. 

In these cases, the expenditures and proportionate FTE should be distributed 
to the appropriate subfunction and personnel categories. In all cases the 
dollars associated with the expenditures to perform the assignments should be 
distributed to the same subfunction and personnel category. The FTE is com- 
puted on the basis of 252 days per year and a normal workweek {usually 37.5 
or 40 hours). 

Support Function - Professional/Specialist Assignments and FTE Positions 



This includes those assignments which require knowledge and 
an advanced nature but which are not administrative or ins 
includes assignments to professional personnel staff for su 
counseling, curriculum development, research, accounting, 1 
It is important to note again that the distribution of assi 
staff members is based on a review and proper placement of 
ment, rather than on the basis of the Individual's primary 
The full-time equivalent position is based on 252 days per 
workweek (usually 37,5 or 40 hours). 



competence of 
tructional . This 
ch activities as 
ibrary work, etc. 
gnments of individual 
each unique assign- 
duty or assignment, 
year and a normal 



Support Function - Support Staff Assignments and FTE Positions - These are 
assignments which are classified as supporting in nature; e.g., paraprofessional , 
clerical, secretarial, technical, custodial* and general services. As in the 
instructional area the distribution of support staff assignments can be based 
upon the distribution of administrative, executive, managerial and non-instruc- 
tional professional staff distribution pattern. However, in certain areas this 
may not be appropriate; o,g. , physical plant operations and maintenance. The 
FTE position is based on 252 days per year and a normal workweek (usually 37.5 
or 40 hours). 



Instructions 



Part 1, INSTRUCTION 

FTE Positions should be reported to two decimal places; e.g., 1.11. 

Information Classification Structure - The instructional and support 
cost centers are defined in Section 2 of this manual. 

Instructional Cost - The personnel expenditures for direct teaching 
assignments; i.e., teaching organized and scheduled courses reported 
in the Instructional Personnel expenditures column of CA-3, 
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Admi nistrat i ve^ Manage rial Cost - The personnel cxpcndi Lurcr. for 
departmental adminis tra ti ve assicjnnionts , Salary supplouents (dddi lives) , 
release time, and any other foniis of compcnsdtion for managing the 
activities in this cost component are to be included. 

Administr ati ve, Ma na gerial TTE Positions - This column includes the 
number of FTe assignments with the primary duty of planning, organizing, 
cjnd nianaging departments, organizational units, and/or personnel in 
instructional departments and divisions. 

Support - The personnel expenditures mde to paraprofossional , secretarial, 
clerical, etc, persons assigned to and supporting instructional departments. 

Support PTE Posi tions - Include in this column the number of PTE assignments 
which are classified as supportive in nature; e,g, , parcjprofessional , 
clerical, secretarial* etc. 

Supplies and Services - The expenditures accounted for in current expense 
accounts and which are made by instructional departments or equivalent 
organizational uni ts , 

Depreciation Cost - One-fifth of the total cost of equipment purchased 
by the college within the past five years which is still inventoried and 
used by the college. The Equipment Depreciation Cost reported in Part 1 
of CA-2 Is developed from instructional department equipment depreciation 
and expenditures, 

Expendi tures - The equipment expenditures made during the year under 
analysis for instructional departments (700 series of accounts), 
NOT USEO IN PULL COST DETERMINATION for CA-3, 

Pederal Punds Expenditures - Include in this column all expenditures made 
from any Pederal fund source. Since these expenditures are included in the 
preceding columns, the column is a memorandum item and is non-additive for 
total direct cost purposes. 

Part II, SUPPORT PUNCTIONS 

Executive, Administrative, Managerial Expenditures - The personnel 
expenditures to persons for conducting assignments related to planning, 
organizing, and managing the college or subdivision or service of the 
college. The following are examples of positions with assignments usually 
belonging in this category: 

President; assistant to the president; vice president; chief 
academic officer, chief business officer; chief student personnel 
officer, chief librarian, planning officer; public relations 
officer; managers of admissions, alumni affairs, athletics, 
budgets, computer center, food services, personnel services, 
physical pl^nt, counseling, financial aid, placement, bookstore, 
purchasing, and coiTimunity services; comptroller; legal counsel; 
registrar. 
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Executive Administrative, Managerial FTE - This column Includes the 
number of FTE assignments for planning, organizing, and managing depart- 
ments, organizational units, or service units. 

Professional /Specialist Expenditur es - The personnel expenditures to 
persons for conducting assignments that require knowledge and competence 
of an advanced nature in a field of science or learning, or original and 
creative work In an artistic field, A baccalaureate degree is usually 
but not always required* Examples are assignments such as counseling, 
curriculum development, learning resources, accounting, and research* 

Professional/Specialist FTE - This column Includes the number of FIE 
asslgnrrrents which require knowledge and competence of an advanced nature, 
but which are not Instructional or administrative. Note that this column 
is Included only on Part 2 ■ Support Functions * 

Support Staff Expenditures - The personnel expenditures made to para- 
professlonal , secretarial, clerical, office, trade, semi-skilled, 
custodial, and other general services personnel* 

Support FTE - Include In this column the number of FTE assignments which 
are classified as supportive In nature; e*g*, clerical, secretarial, 
technical, custodial, general service, etc* 

Other Columns - The Instructions for reporting the Supplies and Services, 
Depreciation Cost, Equipment Expenditures, and Federal Funds Expenditures 
columns are the same as for the equivalent columns In Part 1 * 



lis 

6J7 



DIRECT COST 

PRIHARY AND SUPPORT FUNCTIONS 

PART 1 
INSTRUCTION 



COLLEflL: 



CO 



INrORMATlON STRUCTURE CATEGORIES 



Aflvoncecl & Professional 

11.01 At^ric. a Nat, Res, 

11.02 Archit, i Environ- 
1 1 ,01 liiological Science 

1 1 .09 Encjineering 
1K12 Mcdlth Professions 

11.19 Physical Sciences 

12.10 Fine tind Applied Arts 

13.11 Foreign Languages 

13. 15 Letters 
14,08 Education 

15.05 Business i Management 
If, 07 Computer t Infor, Sci, 

16.17 Mathematics 

17.03 Area Studies 

17.20 Psychology 

17.22 Social Sciences 

18.06 Coimunications 

18. 13 Home Economics 

18.14 Law 

18.16 Library Science 

18.18 Military Science 

18.21 Public Affairs 

18.23 Theology 

18,49 Interdisciplinary 



PERSONNEL EXPENDITURES AND POSITIONS 



Instructional 



Expcndi turc 



FTT 

Pos 



Administrative 
Manager ial 



Expenditure 



FTT 
Pos 



Support 



Expendi ture 



IT 

^os 



Supplies 

and 
Services 



E 0 U 1 P M E N T 



Depreciation 
Cost 



Expendi tures 



Federal 
Funds 
Expenditures 



Total Advanced and Professional 



CA-2 
Page 



1 of 5 
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DIRECT COST zoiiat: 

PRIMARY AND SUPPORT FUNCTIONS 
PART 1, INSTRUCTION (CONTINUED) 



ir^f [iTiTiAnnn stvuctuiu CArrnoRirs 


PM^StlNNU EXPCHOITIIRKS ANIJ POSIT lOMS 


Supplies 

and 
Services 


n) U I P H C N T 


Ketleral 
Tunds 
I^xjj^enditures 


Adminlstratrvo 
ln<itruct lonal Managuriiil Support 


Depreciation 
Cos t 


FvtionHi til i*o ^ 


rxpfrndlturu 


f-rc 


Rxpendituro 


ML 

Pos. 


Expenditure 


Pos. 


Sknif?d/SnTii-5killocl 
1 . o^jpp 1 rrnm tti i 






















Ki!?00 [)i!;tribvjt1ve 

Skillod/r>cini-^killed 






















1 . Technical 

2. Sknied/Semi-skillod 






















L 2^100 Homo Economics 

1 . Technical 

2. Skilled/Semi-skilled 
J. Suppl CTiental 






















1 .ZSCO Office 

1 . Technical 

2. Skmed/Semi-skined 

3 . Supplementa 1 






















I. 3600 Trade and Industrial 
K Technical 

Sk1lled/SerTi:-sk1lled 
3. Supplemental 






















1 . ^700 Publ ic Service 

1 . Technical 

2. Skilled/Senii-skilled 

3. Supplemental 
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COLLEGE:, 



DIRECT COST 

PRIMARY AND SUPPORT FUNCTIONS 
PART 1> INSTRUCTION (CONTINUED) 





INFORMATION STRUCTURE CATEGORIES 


PERSONNEL EXPENDITURES AND Pn^lTTnM^ 


Supplies 

and 
Services 


EQUIPMENT 


Federal 
Funds 
Expenditures 


t«r*^..^*4„«,i Administrative r.<„n^^* 
Instructional nanaQerlal ^^P"^''^ 


Depreciation 
Cost 


Expenditures 


Expenditure 


hit 
Pos. 


Expenditure 


hit 

Pos. 


Expenditure 


HE 
Pos. 


1.3 Developmental 

1.3100 Compensatory 

K3200 Adult Eleinen. & Secondary 






















1.3 Total Developmental 






















1.4 Coimunlty Instruct. Serv. 

1.4100 Citizenship 

1.4200 Recreational & Leisure Time 






















1.4 Total Comm, Instruc. Services 












































TOTAL INSTRUCTION 
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DIRECT COST college:. 

PRIMARY AND SUPPORT FUNCTIONS 
PART 2^ SUPPORT FUNCTIONS 



IME.QRMATION STRUCTURE rATEr.ORIES 


PERSONNEL EXPENDITURES 






EQUIPMENT 


Federal 
Funds 
Expenditures 


ExccutlvcAdtnlnls. 
Manaaerlal 




Support 


Supplies 

and 
Services 


DeprGclation 
Cost 


Expenditures 


Expenditure 


FTE 
Pos 


Expenditure 


FTE 

Pos 


Expenditure 


FTE 

Pos 
























3.0 Public Service 
3.1000 Conmunlty Services 






















4.0 -Academic Support 

4.1000 Learning Resources 
4.4000 Instruc. Comput. serv. 
4.5000 Ancillary Operations 
4.6000 Academic Administration 
4.7000 Course & Curri, Develop. 
4.8000 Prof. Person. Develop. 






















Total Academic Support 






















5.0 Student Service 

5.1000 Social & Cultural Develop. 
5,2000 Organized Athletics 
5.3000 Counseling & Advisement 
5.4000 Placement Services 
5.5000 Financial Aid Admlnis. 
5.6000 Student Records & Admis. 
5.7000 Health Services 
5.8000 Serv. for Spec. Students 
5,9000 Student Serv, Admlnls. 






















Total Student Service 
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DIRECT COST 

PRIMARY AND SUPPORT FUNCTIONS 
PART 1, SUPPORT FUNCTIONS (CONTINUED) 



COLLEGE: 





PERSONNEL EXPENOITIJRES 


Supplies 

and 
Services 


EQUIPMENT 


Federal 
Funds 
Expenditures 




;cutive, Adminis. P 
Managerial S 


rofessional/ 
pecialist 


Support 


Depreciation 
Cost 


Expendi tures 


iriFORHATION STRUCTURE CATEGORIES 


rTt 

Lpendf ture Poa Ex 


RE 

Penditure Poa 


Expenditure 






Pos. 










6.0 Instf tutlonal SuPPort 

6JOO0 Executive Management 
6.2000 Fiscal Operations 
6.3000 General Admin, and 
Logistical Services 
6.6000 Admin. Support Staff Serv. 
6.7000 Conmunitv Relations 










Total Institutional Support 


















7.0 Physical plant Operation 
and Maintenance 

8<0 Work-Study & Other Student 




iiilliliiiii^iiiiiHlii iilllii 














Assistantship Programs iiiii! 
TOTAL SUPPORT 
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Slatr iif ¥t^tt*^U 
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Full Cost of Instruction 
(CA-3) 



Purpose of the Report 

The report is designed to display the full cost of instruction for each course 
offered by the college, with summary costs for each instructional category 
(discipline) and subcategory. While Report CA-2 shows the direct costs of all 
activities carried on by the college, Report CA-3 shows the cost of producing 
semester credits of instruction with support costs allocated to the courses and 
shown as the college-wide component of full cost. 

Any support function expenditure that can be associated with a particular 
instructional department or group of courses should be allocated to the depart- 
ment or courses. These costs, however, should be included in the college-wide costs 
of the CA-3, All other support program expendi tures should be allocated to instruc- 
tional courses based on the proportionate semester credit loads of the various courses 

Instructions 

ICS Code * In the first column place the ICS code for each course and 
aggregation level. For each occupational course designate the level 
of instruction as follows: 

T for Technical courses 
V for Skilled/Semi-skilled 
S for Supplementary courses 

Prefix * The Prefix column will show the course prefix assigned the course 
by Statewide Course Numbering. 

Number * The Number column will show the course number assigned the course 
by Statewide Course Numbering. 

Course Title * The Course Title column will show the course title assigned 
the course by the college. 

The following example shows the reporting format applied to the first five 
colvjinns of the Advanced and Professional Subfunction. 



Course Number 



ICS Code 



Prefix! Number 



Course Title 



SSH 



1.1 



ADVANCED AND PROFESSIONAL 



1.11.04 



Biological Science 



0401 
0401 
0401 
0401 



BSC 
BSC 



1010 01 
1010 L 01 

ion c 01 
ion L 01 



General Biology 
General Biology Lab. 
General Biology II 
General Biology II Lab. 
Total Biological Science 

TOTAL ADV. AND PROF. 



5046,0 
B47.0 
279,0 
94.0 



BSC 



Ml. 04 



6266.0 



6266.0 




For Occupational courses, it 1s necessary to report a lower level of aggregation. 
Courses should be grouped by Technical (T), Sk1lled/Senii-skilled (V), and Supple- 
mental (S) wUhfn each ICS Category (refer to page 2,3), such as Forestry, Trans- 
portation, Dental* Nursing, Commercial Art, Electronics, etc* S ubtotals should 
be provided for each T, V, S group as illustrated in the example" below. 









Number 






ICS Code 




Prefix 


Number 


Course Title 


SSH 


1 .2 
















1.23 












Health Occupations 




K23.03 












Nursing - Technical 




1 * 23. 0301 


T 


NUR 


1140 


C 


01 


Fundamentals of Nursing 


780.0 




T 

1 


Mill) 


2110 


c 


01 


Mat*Pr*mt'V Miir^Qinrt 


AOO 0 


1.23.0305 


T 


NUR 




C 01 


Medical and Surgical Nursing 


570.0 














Total Technical 


i>5o.o 














Nursing - Skilled/Semi-skilled 




1.23. 0302 


V 


NUR 


2120 


C 01 


Nursing of Children 


234.0 


1.23.0302 


V 


NUR 


2310 


c 


01 


Mental Health Nursing 


253.0 














Total Skilled/Semi-skilled 


4S7.0 














Nursing - Supplemental 




1.23.0302 


s 


NUR 


2905 




01 


LPN Refresher 


10.1 














Total Supplemental 


^oH 


K23.03 












Total Nursing 


2247.1 


1.23.08 












Mental Health - Technical 




1.23.0801 


T 


MHT 


1010 




01 


Intro* to Mental Health 


219.0 


1.23.0801 


T 


MHT 


2122 




01 


Psychotherapy 


69.0 














Total Technical 


266.0 


1.23.08 












Total Mental Health 


288.0 














Total Health Occupations 


2535.1 














TOTAL OCCUPATIONAL 


4772.1 














TOTAL INSTRUCTION 


11038.1 



































Subtotals and weighted averages for SSH, Instructional Personnel Expenditures, 
Other Instructional Expenditures, College-Wide Expenditures, Total Operating Costs 
Per Semester Credit and Per FTE Student are required for each ICS Category - Nursing 
Mental Health, etc., as well as the higher levels such as Health, Occupational and 
Total Instruction* 
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Semester Hour (Student Semester H ours - SSH) - Enter the semester credit 
hours and equivalents recjisteredPfor in all tenns of the academic year under 
analysis. Enter according to the standard procedures for enrollment accounting 
from Report FA-4, FTE Enrollment Report (Student Semester Hours). The 
semester hours reported on CA-3 must equal those reported on FA-4 for each 
discipline and cluster. When necessary Ldrry these out to one decimal place. 

Ins true. Pers. Expend . - Enter the unit cost attributable to Instructional 
Personnel Expenditures. The unit co^t is obtained by dividing the number of 
semester hours into the expenditures for instructional personnel. 

Other Instruc. Expend .- Enter the unit cost attributable to Other Instruc- 
tional Expenditures related to instructional departments: 

Administrative, Managerial Personnel Expenditures 
Support Personnel Expenditures 
Supplies and Services 
Equipment Depreciation Cost 

Unit cost is obtained by dividing the number of semester hours into the 
sum of the above four types of expenditures. 

College-Wide Expend .- Enter the unit cost attributable to expenditures for 
support programs. The unit cost 1s obtained by dividing the number of semester 
hours into the total expenditures allocated from support programs. 

Per Semester Hour - Enter the sum of the entries in the Cost/Student Hour 
Columns- 

Per FTE Student - Enter the result of multiplying the cost per semester 
hour by thirty (the FTE unit value). 



6.25 



131 



ftoport CA-3, PULL COST OF IWGTRUCTIOH 
(4/74) 

Patyo of 



Duo DrttfM Novembor 1 



Colloqe 



Proprtrnd by 



Oato Proparod 



flLfjnAturc of rrcn. 



Code 



Dlsclpllno/CoiirfiQ 



Couroc Title 



Student 
Semester 
Hours 



Cos t/Semc?fiter Hour 



tnstrucf 
Pers+ 
Kxpand* 



Other 
Instruci 



College 
wide 
Expend. 



Total 



Vor 
leiveatei 
Credit 



Per FTE 
Student 
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Purpose of Sample Morkfonns 

The following pages include sample workforms which can be used to collect and 
analyze expenditure data for the cost analysis system. These forms and procedures 
are very general* Each institution will wa^.t to develop its own forms and proce- 
dures according to its policies and depending on what it desires out of the system. 
In some cases colleges have most or all of the required information in their com- 
puter data base and with only slight modifications or additions can develop the 
analytical reports needed without having to implement a large data collection task. 

WORKFORM A 
Personnel Assignments 

Purpose of the Uorkform 

This workform provides a means of collecting basic data to analyze the workloads 
of individuals employed by the college* It also contains the information necessary 
to crosswalk personnel and salary data between the organizational unit structure 
and the program structure* 

Instructions and Definitions 



I*D* Number - This is a number (code) which identifies the employee* 

Account Number - This is the budgetary department or organizational unit 
number from which the individual was paid* 

Contract Type - This is a code for th? type of contract which the individual 
holds with the college (institutionally defined)* 

Part-Time - This field is used to record the percentage of a full-time 
equivalent position for part-time personnel* 

Reporting Per7od(s) - This is used to record the term(s) or other time 
frame used for the report * 

Basic Salary - This field is used to record the salary paid for performance 
of the assignments made to the individual* If additives ere given to persons 
for the performance of specific assignments* they should not be included in 
the basic salary* 

Additives - Record in this field the amount of the salary additives paid 
persons for specific assignments listed on the form* 
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Toaching A<;si gnmenbs 



Course ID - This column is used to record the specific idontificotion 
for each course section taught by the individual, prefix or department, 
course number, and section number. 

Credit Vol ue - Enter the number of semester credit hours assigned to this 
course or the number of credit hour equivalents computed for the course. A 
credit hour equivalent is calculated by dividing the number ot clock 
hours of instruction for the course by 27. 

Meekly Course Contact Hours - Enter the number of hours per week that 
a course is scheduled to meet. If a course meets for a portion of a 
term, enter the average weekly contact hours computed by dividing the 
weeks in the term into the total contact hours. 

Method of Instruction - Enter the methods used for instruction for 
the course (institutionally defined). 

Enrollment " Enter the number of students enrolled in the course section. 
This enrollment figure should be verifiable from official college records 
since it was used as the basis for funding. 

% of Assignment - This is the percent of a full instructional load 
which this course represents. 

ICS Code - This is the ICS Code which identifies the course with a 
specific HEGIS discipline or USOE category. 

Account Number - This is used only when a person is paid from an 
account other than that recorded at the top of the form. Otherwise 
it can be left blank. 

The entry of other types of data on this form is optional- For 
example, the building and room and class meeting times could be 
entered if they could not be obtained easily from another file. As 
mentioned earlier, if good data bases are developed for the student 
record, course record and personnel systems, most of this data will 
be available on existing computer files. Therefore, what is shown 
here is strictly a manual approach. 

Other Instructional Related Assignments 

(I) Assignment Description - Enter in this column a brief description of 
the assignment; e.g., department administration (or chairman), student 
advisement, etc. 

(J) ICS Code - Enter the appropriate subfunction and discipline category 
code for which the assignment was made. 

(K) Personnel Category - Enter the code for the personnel assignment category. 

A. Executive, Adhiinistrative, Managerial 

B. Mon-Instructional Professional 

C. Support 

13} 
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(A) 
(B) 

(C) 

(D) 
(E) 

(F) 
(G) 
(H) 



(L) 'i^of As;; ignmont - Enter the percent of an annual full'timo 
bsslcjnmont roprcscntod by this asslgniiiont, 

(M) A dditivo Am ount - Enter the anfcount of any additive paid the individual 
Tor carryfng out this assignment, 

(N) Account Num be r - Enter the account number of the department or 
organizatlbn unU from which a person was paid If other than that 
listed above, 

As<;ignm ents Other Than Instruction 

(0) A ssignment Description - Enter in this column a brief description 
of the assignment, Tt could also be used as a place for entering 
position title or class, 

(P) ICS Code - Enter the appropriate ICS function and subfunction code 
for each assignment, 

(Q) Personnel Category - tnter the code for the personnel assignment 
category, 

(R) % of Assignment - Enter the percent of an annual full-time 
assignment represented by this assignment. 

(S) Additive - Enter the amount of any additive paid the individual for 
';arrying out this assignment, 

(T) Account Number - Enter the account number of the department or 
organization unit from which a person was paid if other than that 
listed above* 
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PERSONNEL ASSIGNMENTS WOHKFOUM A 



Hjimc of Individutil 



ID Number 



Account, Number 



Cone r AC c Pare -Time 
Type 



Rcporclni', Period (s) 



Basic S4ilary 

TEACHING ASSIGNMENTS 



Addle ivcd 



Total Annual KTr: 



Course ID (A) 



Pre 



Mo. 



Secc^ 



Credit Value (fl) 



Cr/WrsJ Cr/(lr Eq* 



Weekly (C> 
Course 

Contact 

Itours 



Mefhod(D} (E> 
Einroll 



of 

Inst^ 



X of 
Assign 



(0) 

ICS 
Code 



(H) 
AcCt . 



OTHER INSTRUCTIONAL RELATED ASSIGNMENTS 



(1) 

Assignment Description 


res (J) 
Code 


Personnel (K) 
Category 


7. of (L) 

Asalsn* 


Additive (M) 
Amount 


Account (N) 
No. 















(0) 

A^QigTrmenr Dcacriotlon 


ICS (JF) 1 Personnel (Q> 
Code " Catesorv 


^ of (R> 
Assign. 


Additive (S) 
Amount 


Account (T) 
No. 




• 
• 
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WORKFORM B 



Direct Instructional Cost by Course 
Instructions and Definitions 

The data taken from Workform A - Personnel Assignments, Teaching Assignments, 
is sorted by course within discipline within cluster. This makes it possible 
to compute instructional salary course costs by aggregating all course section 
salary expenditures and to obtain totals for each discipline and cluster. This 
win place the courses in the same order as required for Report CA-3. 

Course/Discipline - In this column print the title of the course, course 
prefix and number, and program code (all 7 digits). 

Columns a through d - For each course, print the data taken from the 
Teaching Assignment portion of Workform A. 

Column e - Compute and print the weighted average cost for instructional 
salaries for each course, discipline, and cluster. This is simply the sum 
of the expenditures, column d, divided by the sum of the student credit hour 
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Workform D 
DIRECT INSTRUCTIONAL COST 
BY COURSE 



Coutso/CluaCcr 



Name 



Numbot 



InatrucCor 



^ 

No. of 
Studcncf 



c 

Stti Scnb 
Hour a of 
Credit 



Teaching 
Salarj 
Expend . 



Teaching Salary 
Codc/Scu. Scm. 
hour 
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WORKFORH C AND D 
Personnel Analysis by Organizational Unit and Function 



Purpose of Workforms C and D 

These workforms Provide the crosswalk between the organizational structure 
and the ICS. 0^ Workform C, personnel resources {FTE positions by type) 
and expenditures are displayed by function within organizational unit. 
Therefore, one has a picture of how functions contribute or relate to the 
organizational structure. Workform D shows the same data displayed by 
organizational unit within function. With this perspective, it is possible 
to see how organizational units support specific functions. 

The sum of the salaries for each organizational unit shown on Workform C 
should be matched to actual figures reported in the accounting system 
{Department Ledger Report) for the same time period. 
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Personnol Analyalo by OrRanizntlonal Unit 



WORKFORM C 



Personnel Aaalgntnonc Cacogorloo 



Organizational 
Unit 



Function 



Instructional 



Ho. Salaries 



Exec. t Adm, Man. 



Ho. Salaries 



Other Prof* 



Ho* Salaries 



Ho* 



Support 



Salaries 



Total 



7. 



Amount 



1. 



3* 
4* 



General Description - T^ie number of PTE and the total salary expenditures for each personnel 
assignment category Is displayed by function within Organizational units* The percentage of the 
organizational units expenditures which are distributed to each cluster Is shown In the last column* 

This report can be used to verify that the expenditures distributed to the function balance with 
the expenditures recorded In the financial accounting system by organizational unit* 

Detail Is by Discipline* 

Totals are printed for discipline, subfunction, function. Organizational Units, and Funds. 
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rcrflOnnol Analynlp by ITijnction 



MORKFOim D 



Petsonnol Assignmenc C^Ccgorics 



Function 


OrganizaCional 
Utile 


InsJir actional 


Exec* Admin* Man 


Ochcr Prof. 


Support 


% CO 
Organ. Uhlc 


No. 


Salaries 


Mo. 


Salaries 


No. 


Salaries 


No. 


Salaries 

























1, General Description - The number of FTE and the total salary expenditure for each personnel 
assignment category is displayed by organizational unit within HEGIS discipline category for 
instructional function and within subf unction for all other functions. The percent of the 
function expenditure represented by each contributing organizational unit is computed and 
displayed . 



2. Detail is by organizational unit. 

3, Totals are printed for clusters, subfunctions, and functions. 



WORKFORM E 



Distribution of Exoendi turos for SuppHos 
and Services to the Informatinn nfl-;<iif1cfttifln Structure 



Purpose of Morkform E 

This step in the cost analysis process is designed to move or crosswalk 
expenditures for supplies and ::>ervices from the institutional organizational 
structure to the ICS cost centers. Where Workforms C and D accomplished this 
for salaries^ this workform will crosswalk expenditures for supplies and 
services to the ICS, 

Procedures and Definitions 

Column (a) Salaries - This entry is obtained from Workform C, It is 
the sum of the salaries (all types) for each instructional discipline 
and support subfunction distributed from each organizational unit. 

Column (b) Supplies and Services - The expenditures for supplies and 
services are distributed to each function in the same proportion as 
salary expenditures. The total for each organizational unit should 
match the actual expenditures shown in the Departmental Ledger Report 
of the accounting system. 
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Workform E 

01str1btjtjon of Expenditures for Supplies 



and Services to the Program Structure 



Organizational Unit 


Function 


Salaries 


Sup 


plies ft Ser, 


% 


Amount 


% 


Amount 
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WORKFORM F 



Equipment Distribution 



Purpose of Morkform F 

This workform is used to calculate and distribute the current year expenditures 
and depreciation on equipment. It is completed or printed for each organization 
unit and the distribution is made to each furtction within the organizational 
unit* 

Procedures and Definitions 

Both current year expenditures and depreciation of equipment costs are distributed 
from the organizational structure to the ICS using one of the following methods: 

1* A use study which analyzes the tiine or extent of the use of specific 
equipment by each function supported by an organizational unit. 

2. The best estimate of use according to the supervisor of the organiza- 
tional unit. 

3, A parameter used to distribute among functions; e.g,, student credit 
hours, number of professional staff, net assignable square feet, etc* 

Column (a) Equipment Costs Current Year - These are the expenditures made 
during the academic year being studied. 

Column (b) Equipment Depreciation - A five-year straight line depreciation 
is used for all equipment acquired before the end of the academic year being 
analyzed. This amount is computed by dividing the cost of equipment purchased 
during the five-year period (including the current year) by five* Equipment 
purchased prior to this time is not included in the cost analysis. 
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Workform F 
E qutpmont: Dtnti tbutton 



Organizational Unit 



Function 



(a)Equipmcnt Coilta 
Current Yonr 



(b)Cqulpfncnt 
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SECTION 7 



STUDENT FEES AND FEE WAIVER REPORT 
(FW^l) 



Purpose of the Report 

There is considerable legislative and other interest in fees charged, as well 
as waived for students* The Student Fees and Fee Waiver Report (FW-1) displays 
information about fees waived in various categories, fee waiver policy and a 
schedule of student fees. 

Instructions for Report (FW-1) 

The information for this report is developed in September of each year and 
(represents all fees waived in the prior fiscal year , the fee waiver policy 
of the college related to these fee waivers ana a scnedule of student fee 
charges for the current (as of October 1) academic year*) is subdivided into 
three parts which are briefly described below: 

Part 1 - Fee Waiver Report - This part represents all fees waived In the 
prior fiscal year l As reported in Part 1 , fees waived must agree or be 
reconcilable with fee waivers reported in the AFR Annual Financial Report 
and the OCR B3 Financial Assistance to Students in Institutions of Higher 
Education* 

Part 2 - Fee Waiver Policy - This part should provide, in the same sequence 
as in Part 1, the policies of the college related to the granting of waivers 
reported in Part 1 . 

Part 3 - Schedule of Student Fee Charges - This part reports student fee 
charges in effect at the college as of October 1. These charges are the 
current academic year for charges* 

The following are definitions and instructions to be used to complete the FW-1 
report. Parts 1, 2, and 3* Report forms also follow* 
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Instructions for Part 1 (Fee Waiver Report) 
CI iVy^ l/JcjJL lon of Student Fee Waivers ^ 

1. Athletics * Fees waived for actual participation in the college's sports 

program. 

2. ^choliistic, Academic Achievement, etc. - Fees waived on the bacis of past 

grades or other criteria of academic success. This category 
would also include waivers for past achievement in music, art, 
etc* as opposed to waivers for participation in chorus, band, etc* 

3. rinanciiilly Disadvantaged - Fees waived for those with low income, from low 

income families, and otherwise economically deprived. 

4. College Employees and Employee Dependents - Fees waived for faculty and 

staff members, their spouses, and their children. 

5. Employees of Other Governmental Agencies - Fees waived for those employed 

by any public agency such as another college, the public school 
system, the county, the state, or the federal government* 

6. Senior Citizens - Fees waived for students who have attained the age, as 

defined locally, of a senior citizen or persons who are retired* 

7. Student activities * Fees waived on the basis of actual participation in 

college activities such as band, chorus, s'^udent government, 
school publications, etc. This group is not to be confused 
with scholastic and academic recipients* 

8. Prison Inmates * Fees waived for those being detained in city, county, 

state, or feder;al prisons* 

9. Other * Those fee waivers which do not clearly fit into any of the above 

categories* Categories here should be clearly defined or described . 

)0. Total - All Fee Waivers - The aggregated totals for all fee waiver types* 



Definitions 

1. Number of students receiving the waiver(s) during the fiscal year. This is 
an unduplicated headcount of the number of students receivin'j a particular 
type of waiver* If the student received more than one waiver of this type 
during the fiscal year, he or she would be counted only once. (The student 
would be counted again i f he or she received another type of waiver as well * ) 
Headcount is unduplicated within each type of waiver* 

2. Number of fee waivers awarded* This is a count of the total number of fee 
waivers awarded for each waiver type* 



3. Student semester hours for credit courses for which fees were waived. 
Report student semester hours to the nearest hour, 

4. Credit hour equivalents for non-credit courses for which fees wore waived. 
These are computed equivalents of student semester hours for courses 1n which 
no credit is awarded (non-credit courses). Student seriester hour equivalents 
are computed by dividing the total number of Instructional Hours by 27. 
Instructional hours are computed by multiplying the number of students offi- 
cially registered by the number of hours that the course meets; i.e.* the 
number of hours each student received instruction. Report credit hour equiva- 
lents to the nearest hour. 

5. Dollar amount of fee waivers for this waiver type, Provi i*^ the total dollar 
amount of fees waivea for each waiver type. 
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orvrsroN of coMHuniTY colleges 

student Fees and Feo Waiver Report 
Fiscal Year: College: 

Pa rt 1 - Fee Waiver Report 
K Waiver Type; Athletics 

a. Number of students receiving the fee waiver(s} during 
the fiscal year: 

b. Number of fee waivers awarded: 

c. Student semester hours for credit courses for 
which fees were waived; 

d. Credit hour equivalents for non-credit courses 
for which fees were waived: 

e. Dollar amount of fee waivers for this waiver type: 



2. Waiver Type; Scholastic, Academic Achievement, etc. 

a. Number of students receiving the fee waiver(s) during 
the fiscal year: 

b. Number of fee waivers awarded: 



c. Student semester hours for credit courses for 
which fees were waived- 

d. Credit hour equivalents for non-credit courses 
for which fees were waived; 



e- Dollar amount of fee waivers for this waiver type: $ 



3, Waiver Type: Financially^ Disadvantaged 

a- Number of students receiving the fee waiver(s) during 
the fiscal year: 

b- Number of fee waivers awarded: 

c* Student semester hours for credit courses for 
which fees were waived; 

d* Credit hour equivalents for non-credit courses 
for which fees were waived; 

e. Dollar amount of fee waivers for this waiver type: 

O FW-1 ^ ^ i 
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DIVISION OF COMMUNITY COLLEGES 

Student Fees and Fee Waiver Report 
Fiscal Year: College: 



4. Waiver Type: College Employees and Employee Dependents 

a. Number of students receiving the fee waiver(s) during 
the fiscal year: 

b. Number of fee waivers awarded: 

c. Student semester hours for credit courses for 
which fees were waived: 

d. Credit hour equivalents for non-credit courses 
for which fees were waived: 

e. Dollar amount of fee waivers for this waiver type: 



Waiver Type: Employees of Other Governmental Agencies 

a. Number of students receiving the fee waiver(s) during 
the fiscal year: 

b. Number of fee waivers awarded: 

c. Student semester hours for credit courses for 
which fees were waived: 

d. Credit hour equivalents for non-credit courses 
for which fets were waived: 

e. Dollar amount of fee waivers for this waiver type: 



6- Waiver type: Senior Citizens 

a. Number of students receiving the fee waiver(s) during 

the fiscal year: _ 

b. Number of fee waivers awarded: _ 

c. Student semester hours for credit courses for 

which fees were waived: _ 

d. Credit hour equivalents for non-credit courses 

for which fees were waived: _ 

e. Dollar amount of fee waivers for this waiver type: $ 
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DIVISION OF C0Mf4UNITY COLLEGES 

Student Fees and Fee Waiver Report 
Fiscal Year: College: 

7. Waiver Type: Student Activities 

a. Number of students receiving the fee waiver(s) during 
the fiscal year: 

Number of fee waivers awarded: 

c. Student semester hours for credit courses for 
which fees were waived: 

d. Credit hour equivalents for non-credit courses 
for which fees were waived: 

e. Dollar amount of fee waivers for this waiver type: 



8. Waiver Type: Prison Inmates 

a. Number of students receiving the fee waiver(s) during 
the fiscal year: 

b- Number of fee waivers awarded: 

c. Student semester hours for credit courses for 
which fees were waived: 

d. Credit hour equivalents for non-credit courses 
for which fees were waived: 

e. Dollar amount of fee waivers for this waiver type: 



Waiver Type: Other: 

(Specify) 

a. Number of students receiving the fee waiver(s) during 
the fiscal year: 

b- Number of fee waivers awarded: 

c. Student semester hours for credit courses for 
which fees were waived: 

d. Credit hour equivalents for non-credit courses 
for which fees were waived: 

e- Dollar amount of fee waivers for this waiver type: 
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DIVISION OF COMMUNITY COLLEGES 
Student Fees and Fee Waiver Report 
Fiscal Year; College; 

NOTE : This page should be duplicated as necessary to provide 
for all fee waivers. 

Waiver Type; Other: 

^Specify) ~ 

a. Number of students receiving the fee watverCs} during 

the fiscal year; 

b. Number of fee waivers awarded: 

c. Student semester hours for credit courses for 

which fees were waived; 

d. Credit hour equivalents for non-credit courses 

for which fees were waived; 

e. Dollar amount of fee waivers for this waiver type: $ 

Waiver Type: Other: 

(Sped fy) 

a. Number of students receiving the fee walver(s) during 

the fiscal year: 

b. Number of fee waivers awarded: 

c. Student semester hours for credit courses for 

which fees were waived: 

d. Credit hour equivalents for non-credit courses 

for which fees were waived: 

e. Dollar amount of fee waivers for this waiver type: $ 



DIVISION OF COMMUNITY COLLEGES 
Student Foos and Foo Waiver Report 
Fiscal Year: College: 



10* Waiver Type: Total - All Fee Waivers 

a. Number of students receiving the fee waiver(s) during 
the fiscal year; 

Number of fee waivers awarded; 

c. Student semester hours for credit courses for 
which fees were waived: 

Credit hour equivalents for non-credit courses 
for which fees were waived: 

e. Oollar amount of fee waivers for this waiver type: 



Prepared by; 
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Date; 
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DIVISION OF COMMUNITY COLLEGES 



Student Foes and Fee Waiver Report 



Fiscal Year: 



College; 



Part 2 - Fee Waiver Policy 

1- Please provide the fee wai ver pol icy of the college relative to each type 
of waiver. This may be derived from the college catalog or other college 
publication, from policy and procedure manuals or other internal documents. 
The sequence should follow that of Part 1; i.e., 

1 . Athletics 

The college policy relative to athletic fee waivers is 

2. Scholastic^ Academic Achievement, etc. 



The college policy relative to scholastic/academic achievement 
fee waivers is 



3. 



etc. 



NOTE: Attach separate pages as needed . 
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Student Fees and Fee Waiver Report 



Academic Year; 



College; 



Part 3 - Schedule of Student Fee Charges 

K In the space below please report the charge per student credit hour for 
credit courses for in-state matriculation and out-of-state tuition and 
matriculation. 



Credit Courses 

Advanced and Professional 
Courses 

Occupational Courses 

Compensatory Courses 



Out-of-State Tuition 
In-State Matriculation and Matriculation 



/credit hour $ 



/credit hour 



In the space below report the average charge per credit hour equivalent for 
non-credit courses in each instructional subfunction or cluster listed. This 
should be determined by deriving the average charge per instructional hour 
(teacher contact hour) and then computing the credit hour equivalent charges. 
(Refer to examples on next page-) For example, if the average charge per 
instructional hour for Citizenship courses is $.40 then the credit hour equiva- 
lent charge is $10.80 (i*e-, 27 x $.40), Twenty-seven (27) instructional 
hours is equivalent to one semester credit hour for this purpose. 



Occupational 
Compensatory 

Adult Elementary & Secondary 
Citizenship 

Recreational & Leisure Time 



/credit hour equivalent 
/credit hour equivalent 
/credit hour equivalent 



/credit hour equivalent 



/credit hour equivalent 



Prepared by: 



Date: 




Sutc of Florida 

Department of Education 

Tallahassee, Florida 

Ra/ph a Turlington, Commissioner 

An equ4l opponunrty employer 



Examples for Computing Fees for Credit Hour Equivalents 

Charge per person for a typical non-credit course; $ 30.00 

Instructor's contact hours teaching this course: 45 

Average charge per instructional hour: $ 30.00 ■! 45 = $.607 

Report the credit hour equivalent charge: $ .667 x 27 = $18.00 



OR 

Total charges for all non-credit courses: $ 3200 

Total student clock hours for these courses: 6000 

Average charge per student clock hour: $ 3200 ■* 6000 = $.533 

Report the credit hour equivalent charge: $ .533 x 27 ^ $14.39 
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SECTION 8 



FACILITIES INVENTORY REPORT 
IU-1 ,2,3,4 



Purpose of FaciHties Inventory 

The Facilities Inventory provides the daca base for all reports involving the 
physical facilities of a college. From these reports, evaluations and decisions 
are made which effect the future of the college. 

The data are used in many ways: to determine the number of existing student 
stations and the instructional capacity, for matching with the Space Utilization 
Report in the identification of the amount of utilization of instructional rooms, 
to report accommodations for the physically disabled, for site planning, by the 
educational plant survey, to identify space needs used for the capital outlay budget 
request, and in the generation of funding needs for facilities depreciation. With 
all of these applications, it is critical that these data be correct. 

Further, Sections 235.41(1) and 235.435(4) of the Florida Statutes require that 
an updated facilities inventory be maintained for use by the Office of Educational 
Facilities Construction, Department of Education. 

Overview of Facilities Inventory 

The Facilities Inventory contains information about each site, each building on 
each site and each room in each building that is used by the college. All 
buildings owned by the college, including those for which a construction contract 
has been awarded, are included in the inventory. Leased or shared sites, buildings 
and rooms also are included when the agreement for leasing or sharing is for more 
than one year. 

In addition to maintaining the Facilities Inventory, the college is responsible 
for submitting a complete file of building schematics and site plans to the Office 
of Educational Facilities Construction. This file of simple line drawings includes 
the configuration of rooms for each building (schematics) and the layout of 
buildings on each site (site plans) contained in the Facilities Inventory. The 
drawings are to be on letter or legal-size paper and labeled appropriately. They 
are to be updated whenever changes are made. 

General Description of Report 

The Facilities Inventory consists of three files: site file, facility file and 
room file. Each entry in the files is uniquely identified by its key element. 
The key element for a site is site number. The key element for a facility consists 
of site number and facility number. For a room, it is the combination of site 
number, facility number, room number and room-number suffix. When the files are 
updated, data are referenced by these unique identifying numbers. 
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This report provides the means for updating the inventory by adding* changing or 
deleting entries in the existing files. Typically the inventory is updated by 
using the Inventory Update (lU) forms included in this section. The IU-1 , Site 
Update, is the form used for updating information in the site file. The IU-2, 
Facility Update, is for che facility file. The IU-3, Room Updatejs for the room 
file. The IU-4, Number Change, is used for all number changes* whether for the 
site, facility or room file. The inventory also may be updated by equivalent 
punched cards or computer tape. 

The first update cycle of each year reports the facilities as they are on June 30th* 
This inventory is used in the preparation of the capital outlay budget request. The 
second update cycle reports the facilities as they are during a selected week in 
October. This inventory is matched with the Space Utilization Report for the same 
week. An additional update is prepared by a college when it has scheduled an 
educational plant survey. This update is submitted to the Division sixty days 
prior to the survey. In the event that a college has no updating activity during 
a regular update cycle, a letter is to be sent to the Division stating this fact. 

General Instructions for Report 

A. Requirements for Types of Transactions 



The IU-1 , 2 and 3 forms allow for three types of transactions: 

1 , new entry 

2, change of existing entry 

3, deletion of existing entry 

Every transaction type 1, new entry, requires that data must be 
entered in every field. Any exceptions to this requirement are 
specified under the Definitions and Instructions sections below, 

A transaction type 2, change of existing entry, requires that the 
numbers which uniquely identify the space must be entered in the 
key fields. Then additional data are entered only in the fields 



which need to be changed. Do not reenter correct data that already 
exists in the inventory * 

Transaction type 3, deletion of existing entry, requires that only 
the numbers which identify the space must be entered in the key fields. 
Do not reenter any other data , 

B* Data Entry by Numeric Codes 

Numeric codes must be used to enter data on the lU forms* Only 
numerals are to be used; no dashes, slashes, commas, periods, etc . 
are allowed . Descriptive words must not be used on these entry forms 
even though the final printout contains them. The only places where 
characters other than numerals are allowed on the lU forms are the 
site, facility and room name fields, the room number prefix and the 
room number suffix. 
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Right-Justifiod Fields 

All numeric data fields are right-justified. Do not annex leading 
zeros to the left-hand side to fill in the fields. 

Data Entered on Each Line 

Data must be entered in every necessary field on each line of entry 
of an lU form. Do not use squiggly lines or ditto marks to carry 
data down the page. 

E. Name Fields 

The fields for site name^ facility nane and room name are fifteen (15) 
characters wide. If longer names are entered on lU forms they are 
truncated to fifteen places. The characters that are allowed in 
the name fields include letters, underlined letters^ numerals, blanks, 
periods, commas, hyphens, slashes and parentheses. Other characters 
are changed to blanks* Ampersands are not allowed* 

F* Format for Dates 

All dates entered in the data fields on the lU forms must be in the 
format YYMM which stands for the last two digits of the year and two 
places for the month* (For example^ June 1980 is entered as 8007*) 
The day of the month is not reported* Dashes and slashes are not 
allowed. When the month is not known^ two zeros are used. 

At the bottom of each lU form is a space for the date the update is 
prepared. This is entered with the update data and appears under 
the "Last Update** column on the printout* The dates dictate the 
chronological order in which updates are implemented* When the order 
of implementation is critical, as with number changes, different dates 
can be used on separate forms as a means of manipulating the sequence. 
The format for the date of preparation is YYMMOD, two places each for 
year^ month and day. (For example^ November 15, 1981 is entered 811115*} 
Dashes and slashes are not allowed. 

G. Matching of Sites, Buildings and Rooms 

When a site is added to the inventory^ it may or may not contain any 
facilities. But when a facility is added it always must be located on 
a site* Whenever a building is added to the inventory, the rooms for 
that building also must be added. When a facility other than a building 
is added, it probably will not have any rooms* Further^ no rooms can 
be added without the addition of the building which contains them* A 
facility cannot exist without a site* A building cannot exist without 
rooms and rooms cannot exist without a building. 
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Hkewise^ when a site is deleted^ the facilities on that site and 
the rooms in the buildings on that site also tiiust be deleted* When 
a site remains^ but a building is deleted, the rooms in that building 
also must be deleted* 

H* Organization of Report ^ 

Each lU form must include the name of the college, the name of the 
person who prepared the form and the date the form v^as prepared* 
All of the update forms for one cycle are to be batched together with 
the IU-4 forms placed firsts followed by the lU-1 fomis^ then the 
IU-2 forms and finally the IU-3 forms* The complete batch of forms 
is to be numbered successively* For ease of reference^ the updates 
should be in numerical order as they appear in inventory, by site 
number^ facility number and room number* 

Definitions and Instructions for Site Update^ IU-1 

Each data field which appears on the lU-U Site Update form is described below* 
Definitions of codes and special instructions are given for each field* Unless 
otherwise specified^ fields are one place wide and codes are numeric only* 



Data Fields 



File Number - Required for all transactions* 




The inventory file to which the entry applies* Preprinted on lU* 



Code 



Definition 



Site file 



2* 



Transaction Type - Required fOr all transactions* 



The type of transaction which applies to the entry* 



Code 



Definition 



1 
2 
3 



New entry 

Change of existing entry 
Deletion of existing entry 



Site Number 



Required for all transactions* 



Two-place field* Unique number among all site numbers for 
the college* Key element for identifying a site within the 
file* 



^1 ^> **v 
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sit*.* Norno - Rcquirod for transaction type 1. 



fifteon-placc field. Al pha/numoric (sco Item E, Nome Fields 
undf?r rj(?neral Instructions for Report, above). 



Si tj}_JTyj)a - Required for transaction type 1, 
DorJgnotion of the nature of the site. 



Code Definition 

1 Campus 

2 Additional campus 

3 Instructional center 

4 Special purpose center 

5 Administrative center 

6 Undeveloped site 
0 Other 



Site Area in Acres - Required for transaction type 1* 

Six-place field. At ea of site in acres. May contain two 
cleciaBl places. 

Site Ownership - Required for transaction type 1, 
The agency with which the title to the site rests. 
Code Definition 

1 Owned in fee simple. 

2 Title vested in the institution and being 

paid for on an a^nortization schedule (regardless 
of whether site is shared with another institution 
or organization) . 

3 Title vested in a holding company or land 
corporation to which payments are being made 
by the institution; title utlimateiy will pass 
to the institution (includes lease-purchase 
arrangements). 

4 Not owned by the institution, but leased or 
rented to the institution at a typical local rate, 

5 Not owned by the institution, but made available 
to the institution either at no cost or at a 
nominal rate. 

6 Not owned by the institution, but shared with an 
educational organization that is not a post- 
secondary institution. 

7 Not owned by the institution, but shared with 
another postsecondary educational institution. 

8 Other (e.g., not owned by the institution, 
but shared with a noneducational institution). 



0- sit e Length of HoTcUnc] - Required for transaction type 1. 

Two-place field. Number of years for which a site is leaded 

or shared. Use zero for more than 99 years. Use zero for owned 

site. 

9, Site Acquisition Means - Required for transaction type K 
The mean:? by which the site was acquired. 



Code Def ini tion 

1 Purchase 

2 Gift 

3 Gi f t and purchase 

4 Transfer from Board of Public Instruction 

5 Lease or rental agreement 

6 Other 



10. Site Acquisi tion Cos t - Required for transaction type 1 unless 
site is unowned (site ownership codes 4, 5, 6, 7, 8), 

Eight-place field. The cost of acquiring the site. Round 
off to the nearest dollar. Do not use dollar signs or commas. 

11. Si te Acquisi tion Date - Required for transaction type 1. 

Four-place field. YYMM form {two places each for year and month). 
The year and month in which the site was acquired. Do not enter 
dashes or slashes. 

12. Site Book Value in Dollars - Required for transaction type 1 
unless site is unowned (site ownership codes 4, 5, 6, 7, 8). 

Eight-place field. The value of the site in dollars as carried 
by the college in its financial records. Round off to the nearest 
dollar. Do not enter dollar signs or commas, 

13* Site Book Value pate - Required for transaction type 1 unless 
site is unowned (site ownership codes 4, 5, 6, 7, 8)* 

Four-place field. YYMM form (two places each for year and month). 
The year and month in which the site book value in dollars was * 
determined* Do not enter dashes or slashes. 
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Dt!nnjitj k)ns and J n'^ tructlo ns for Facility Upda tCy .I_U-2 

Each data field which appears on the IU-2, Facility Update form is described 
below. Definitions of codes and special instructions arc given for each field- 
Unless otherwise specified, fields are one place wide and codes are numeric only. 

Data Fields 

1. File Number - Required for all transactions. 

The inventory file to which the entry applies. Preprinted on lU. 
Code Def ini tion 
2 Facil i ty file 

2. Transaction Type - Required for all transactions* 

(See Item 2, Transaction Type under Site Update, above.) 

3. Site Number - Required for all transactions. 

(See Item 3, Site Number under Site Update, above.) 

4. Facil ity Number - Required for all transactions. 

Four-place field. Unique ncnber among all facility numbers 
for the site. Part of key element for identifying a facility 
within the file. 

5. Facil ity Name - Required for transaction type 1. 

Fifteen-place field. Alpha/numeric (see Item E, Name Fields 
under General Instructions for Report, above). 

6. Facil ity Type - Required for transaction type 1. 
Designation of the nature of the facility. 



Code Def ini tion 

1 Building 

2 Parking area 

3 Athletic area 

4 Agricultural field 

5 Outdoor swimming pool 
0 Other 



7. j\)^iUt y Status - Roguirod fov tranr^iction tyfje 1. 



Chissification of tho life of the facility. 



Co do Dof ini tion 

1 Pormanent 

2 Temporary 

3 Under construction 



A facility must be entered into tho inventory during the first 
update cycle following the award of the construction contract. 
If a contract is awarded on June 30th, the facility must be 
added during the June 30th update cycle. Facility status code 
3 is used until the final inspection at which time the code is 
changed to either 1 or 2. 

8. Facility Condition - Required for transaction type 1. 

The physical quality of the facility. 

Code Definition 

1 Satisfactory: Suitable for continued used 
with normal maintenance. 

2 Remodeling-A: Requires restoration to present 
acceptable standards without major room*use 
changes, alterations or moderinzations. The 
approximate cost of Remodeling-A is up to 25 
percent of the estimated replacement cost of 
the facil ity. 

3 Remodeling-B: Requires major updating and/or 
modernization of the facility. The approximate 
cost of Remodeling-B Is between 25 and 50 percent 
of the estimated replacement cost of the facility. 

4 Remodellng-C: Requires major remodeling of the 
facility. The approximate cost of Remodeling-C 
is more than 50 percent of the estimated replace- 
ment cost of the facility. 
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Code 



Definition 



5 Demolition: Should be demolished or abandoned 
because the facility is unsafe or structurally 
unsound, irrespective of the need for space or 
the availability of funds for replacement. 

6 Termination: Planned termination or relinquish- 
ment of occupancy of the facility for reasons 
other than unsafeness or structural unsoundness, 
such as abandoment of temporary units or vacating 
of leased space. 

An unsatisfactory facility condition code, code 5, demolition 
or code 6, termination, can be entered for a facility only 
at the recoinnendation of an educational plant survey in the 
written survey report or with the written concurrence of the 
Survey Section of the Office of Educational Facilities 
Construction. 

Facility Area in Gross Square Feet - Required for transaction 
type 1 unless the facility is not a building (facility type 
codes 2, 3, 4, 5, 0). 

Six-place field. The sum of the floor areas of the building 
included within the outside faces of exterior walls for all 
stories or for areas that have floor surfaces. Gross area is 
computed by measuring from the outside face of exterior walls, 
disregarding cornices, pilasters, buttresses, etc., which 
extend beyond the wall face. Round to nearest square foot. 

Facility Ownership - Required for transaction type 1. 

The agency with which the title to the facility rests. 

Code Definition 

1 Owned in fee simple, 

2 Title vested in the institution and being 

paid for on an amortization schedule {regardless 
of whether the facility is shared with another 
institution or organization). 
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Code 



Definition 



4 



3 



8 



7 



6 



5 



Title Vested In holding company or building 
corporation to which payments are being made by 
the Institution; title will ultimately pass to 
the Institution (Includes lease-purchase 
arrangements) . 

Not owned by the institution, but leased or rented 
to the institution at a typical local rate. 
Not owned by the institution, but made available 
to the institution either at no cost or at a 
nominal rate* 

Not owned by the Institution, but shared with an 
educational organization that is not a postsecondary 
institution* 

Not owned by the Institution, but shared with 
another postsecondary educational institution* 
Other (e*g*, not owned by the institution, but 
shared with a non-educational institution). 



12* 



13* 



Facility Length of Holding • Required for transaction type 1* 

Two-place field* Number of years for which the facility is leased 
or shared* Use zero for more than 99 years* Use zero for owned 
facil i ty. 

Facility Inspection Date - Required for transaction type 1* (For 
exceptions, see note following Item 16, below*) Required when 
facility status code 3 is changed to code 1 or 2* 

Four-place field* YYMM form (two places each for year and month). 
The year and month in which the Certificates of Final Inspection 
was issued for facility constructed for the college* The year and 
month in which construction was completed for purchased facility. 
Do not enter dashes or slashes. 

Facility Occupancy Date - Required for transaction type 1 unless 
the facility is not a building (facility type codes 2, 3, 4, 5, 0) 
or unless the facility is under construction (facility status code 3). 
Required when facility status code 3 is changed to code 1 or 2* 

Four-place field. YYMM form (two places each for year and month)* 
The year and month in which the facility was initially occupied by 
the college. Dp not enter dashes or slashes. 

Facility Construction Cost - Required for transaction type 1. (For 
exception, see note following Item 16, below.) Required when 
facility status code 3 is changed to code 1 or 2* 

Eight-place field* The final construction cost or the total 
purchase price of the facility* Round off to nearest dollar* Do 
not enter dollar signs or commas* 
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15. Facility Estimated Replticcment Cost - Required for transaction 
type l/(For exceptions, see note following Item 16, below,} 
Required when facility status code 3 is changed to code 1 or 2. 

Eight-place field. The estimated cost to replace the facility, 
including the fixed equipment, with a structure having the same 
types and amounts of space, at current construction costs. Round 
off to the nearest dollar. Do not enter dollar signs or commas. 

16, Facility Estimated Replacement Cost pate - Required for transaction 
type 1. tPor exceptions, see note below.) Required when facility 
status code 3 is changed to code 1 or 2. 

Four-place field. YYMM form (two places each for year and month). 
The year and month in which the facility estimated replacement cost 
was determined. Do not enter dashes or slashes. 

NOTE: Items 12, 14, 15 and 16 are required for transaction type 1 
unless the facility is not a building (facility type codes 2, 3, 
4, 5, 0) or unless the facility is under construction (facility 
ownership codes 4, 5, 6, 7, 8). 



Definitions and Instructions for Room Update, IU-3 

Each data field which appears on the IU-3, Room Update form is described below. 
Definitions of codes and special instructions are given for each field. Unless 
otherwise specified, fields are one place wide and codes are numeric only. 

Data Fields 

1. File Number - Required for all transactions. 

The inventory file to which the entry applies Preprinted on lU. 
Code Definition 
3 Room file 

2. Transaction Type - Required for all transactions. {See Item 2, 
Transaction Type under Site Update, above.) 

3. Site Number - Required ;or all transactions. (See Item 3, 
Site Number under Site Update, above.) 

4. Facility Number - Required for all transactions. (See Item 4, 
Facility Number under Facility Update, above,) 
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Roori_J^n^bcr - Required for all tronsactions. 

rotir-pl^ice field, [-irst pliice is alpha/numeric; Inst three 
place:; i\ru numeric only. When alpha profix is used, nil four 
places must be filled. When only numeric is used, field is 
right-jusLified and leading zeros are not used. 

The combination of room number and room-number suffix (see 
Item 6, below) must be unique among all room number and room- 
number suffix combinations for the facility. Part of key 
element for identifying a room within t,he file. 

Room-Number Suffix - Optional for transaction type 1; required 
for transaction types 2 and 3 if suffix already exists* 

Alpha/numeric. Unique letter or number among all suffixes for 
the room number. If suffix exists, part of key element for 
identifying a room within the file. If no suffix exists, leave 
blank since a zero entry could be read as the letter "0"* 

Room Ma me - Required for transaction type 1, 

Fifteen-place field. Alpha/numeric (see iteiTi Name Fields 
under General Instructions for Report, above). Name assigned 
to room by college, except classroom for laboratory-related 
instruction always is named RELATED INSTRCT, Hay describe use 
of room* 

Room-Use Code - Required for transaction type 1, 

Three-place field. Description of the use for which the room 
is designed. For detailed definitions refer to the Higher 
Education Facilities Inventory and Classification Manuals 1973 
published by the United States Office of Education. 
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Group (Cont. ) Codc (Cont. ) Def1nit1on(Cont. ) 



General Use 


685 


Meeting-Room Service 


(Cont. ) 


690 


Locker Room 


Supporting: 


710 


Data Processing/ Computer 




'til' 
71 5 


Data Processing/Computer Service 




720 


Shop 




725 


Shop Service 




730 


Storage 




735 


Storage Service 




740 


Vehicle-Storage Facility 




745 


Vehicle-Storage-Facility Service 




750 


Central Food Stores 




760 


Central Laundry 


Health-Care: 


810 


Patient Bedroom 




820 


Patient Bath 




830 


Nurse Station 




840 


Surgery 




850 


Treatment 




860 


Service Laboratory 




870 


Suppl ies 




ri A 

880 


Public Waiting 




895 


Health-Care Service 


Residential : 


910 


Sleep/Study without Toilet/Bath 




/MA 

919 


Toilet/Bath 




920 


Sleep/Study with Toilet/Batn 




935 


Sleep/Study Service 




950 


Apartment 




955 


Apartment Service 




970 


House 


Non- 






assignable: 


010 


Custodial Area 


020 


Circulation Area 




030 


Mechanical Area and Toilet Room 




040 


Structural Area 



At the time that a facility whose status is under construction is entered 
Into the inventory {see Item 7, Facility Status under Definitions and 
Instructions for Facility Update, IU-2, above), the rooms for that building 
must be entered into the inventory. Individual rooms may be entered based 
on information taken from the construction drawings. Or, pseudo rooms may 
be used to enter aggregates of the area and the student stations for the 
appropriate room-use code. When the building is completed, the room file 
is updated to report the rooms as built, 

9. Room Area in Net Square Feet - Required for transaction type K 

Six-place field. The floor area of the room computed by measuring 
from the inside surfaces of the walls, excluding unusable areas 
having less than six feet, six inches clear headroom. Round to 
nearest square foot* 
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For some reports, room areas arc grouped into space categories. 
The combination of the room-uso code and the information classifi- 
cation structure code for a room determines Into which category 
the area is placed. The ten assignable space categories arc: 
classroom, academic laboratory, occupational laboratory, physical 
education, library, audiovisual, auditorium/exhibition, student 
services, offices and support services, 

10, Room Information Classification Structure (ICS) Code - Required 
for transaction type 1. 

Eight-place field. The Florida Community College Inforniation 
Classification Structure code that identifies the program or 
function to which the activities in the room contribute. The 
codes and definitions are found in "Section 2** and "Appendix A" 
of the Community College Management Information System Procedures 
Manual . 

The ICS code for a classroom for laboratory-related instruction 
(room-use code 212) is always the same as for the laboratory to 
which it is related. All eight places in field must be filled. 
Use numerals only. Do not separate numerals with dashes or decimal 
points, 

IK Room Actual Student Stations - Required for transaction type K 

Five-place field. The actual number of student stations in the 
room, A student station is a regular place in an instructional 
room which is outfitted properly with a seat and/or any necessary 
equipment where one student can work. Use actual number for 
instructional rooms: room-use codes 110, 210, 220, 230 and 520, 
Zero is appropriate for all other rooms, 

12. Room Suitability - Required for transaction type 1. 

A rating of the appropriateness of the room for the activities 
assigned to it. 

Code Defini tion 

1 Suitable 

2 Marginally suitable 

3 Unsuitable 




13. 



Room WheolchQir AcccssibiUly - Kcc|uirc;d for tronsdction type K 



The identification of whethor or not tlie room i^ accessible by a 
person in a wheelchair, A room is ac:c(^s:;ible when the cltMr 
openincj width of the door is o minimum of 32 inches and when t:hc 
floor of the building on which it is located is dccessii)lc cither 
by groud-lovel» ramp or elevator. 

Co de Definition 

1 Accessible 
0 Not accessible 

14, Room Organizational Unit - Always optional , 

Five-place field. Identification of the department or division 
to which the room is assigned. Codes are defined by tiollege. 



Definitions and Instructions for Number Change, IU-4 

The function of the number change transaction is to change the value of any 
key element to a different value. That is, it changes a number which uniquely 
identifies either a site, a facility or a room to another unique number. The 
IU'-4 is used to enter number changes for all three files: site, facility and 
room. 

The data fields which appear on the IU-4, Number Change form are described 
below. Instructions are given for entering numbers. Then general procedures 
related to changing numbers are discussed. 



Data Fields 

1. Reco_rd_ Type - Required for all transactions. 

The type of transaction which applies to the entry. Preprinted on ;u. 



Code 



Defini tion 



Number change 



Fi le Number - 



Required for all transactions. 



The inventory 



file to which the number change applies. 



Code 



Definition 



1 
2 
3 



Site file 
Facility file 
Room file 




8.16 



3. Existing Key Element - Required for all transactions. 



The complete number that currently uniquely identifies the 
site, the facility or the room for which the number is to be 
changed. When a site number is to be changed* enter only the 
existing site number. When a facility number is to be changed, 
enter both the existing site number and facility number. When 
a room number is to be changed, enter the combination of its 
existing site number, facility number and room number. When a 
room-number suffix is to be changed, enter the combination of 
its existing site number* facility number, room number and room- 
number suffix. 

4. New Key Element - Required for all transactions. 

Either the partial number or the complete number that is 
required to change an existing key element to another desired 
key element. Enter only the changed part of a new number. Do 
not reenter an already existing (unchanged) part of a new number. 
For example, when a facility number is to be changed but its 
site number stays the same, enter only the new facility number. 
But when both the site number and the facility number are to 
be changed, enter both the site number and the new facility 
number. If a room number is to be changed, but its site number 
and facility number stay the same, enter only the new room number* 

General Procedures Related to Changing Numbers 

1- Changes Applied to One or All Entries in File 

One number change can be applied to a single entry in a file 
or to all entries within a file. Two factors relate to whether 
a char,ge applies to one or to all entries; (1) the file number 
indicated on the line of entry on the IU-4 and (2) the level of 
detail indicated in the existing key element. Specific require- 
ments for transactions are explained under Types of Number ChaTnge 
Transactions in "Appendix D, Facilities Inventory Update Examples'*. 
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Maintaining Uniqueness of Key Elements 

Two principles that effect number changes are: (1) key elements 
are unique and (2) dates of entry determine the sequence of trans- 
actions. Key elements must be unique and cannot be duplicated at 
any one point in time. That is» every single site, facility and 
room within the inventory files must be individually identifiable 
by its own complete number. However, number change transactions 
within the same file can be done simul taneously. That is» numbers 
within the same file can be switched around (for example, sites 1, 
2 and 3 can become sites 3» 1 and 2 respectively) provided all of 
the number changes are entered on the same day. 

The date of entry is the day indicated on the line for date pre- 
pared at the bottom of an lU form. When numbers are switched on 
the same day, key elements are not duplicated. Of course, if one 
number is changed to a second number, the second number also must 
be changed to another number. If the second number is not changed, 
then its site, facility or room must have been deleted beforehand 
on an lU form indicating an earlier date. 

Complex Updating Situations 

Dates of entry can be manipulated to assure the proper sequencing 
of update transactions* (Date of entry is defined in the paragraph 
above.) This is especially significant when a complex series of 
operations is required to update the inventory. Key elements may 
need to be changed in two or three files and data may need to be 
added, changed and/or deleted within one or more files* 

The following chronological order of entry will accomplish complex 
updating* Enter the transactions for each "day" using different 
dates on separate forms. Use only the steps required to achieve the 
results desired. 

First Da ; 

Step 1: Change existing site numbers to new site numbers 

in the site file, facility file and room file, using the IU-4, 

Step 2: Change existing facility numbers to new facility 
numbers in the facility file and room file* using the IU-4, 

Second Day 

Step 3; Change existing room numbers (a new site number and 
a new facility number from the first day now are part of the 
existing key element for a room) within a facility to new room 
numbers in the room file^ using the IU-4, 
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( 



Chrtngci; crtnnot be made' simul toncously to both a tociHty numbcT 
tind 0 room nuinbcT within the room file. This has to be 
dccompl ished by two troiisoctions : Step 2 and Stop 3. Or, a 
complete existing room number con be deleted tsnd a complete new 
room number con be added by using the IU-3. 

Second Day or Third Day 

Step 4: Update data in the site file, using the lU-U *ind 

in the facility file, using the IU-2. (New site numbers and 

new facility numbers from the first day now are existing numbers.) 



Third Day 

Step 5: Update data in the room file, using the IU-3. {New 
room numbers from the second day now are existing room numbers.) 

Additional Conments about Number Changing 

Any update which applies to a space for which the number has been 
changed must refer to the new key element, which has become the 
existing key element. 

When a site number no longer exists, then no facility numbers or 
room numbers can exist for that site. Likewise, when a f ^ ility 
number nc longer exists, then no room numbers can exist tor that 
facil i ty. 

The number change transaction is efficient when used properly. If 
the mechanics of using it are not understood, number changes also 
can be accomplished by a series of deletions and additions, using 
the IU-1 , 2, or 3 A deletion is transacted for every space for 
which a number is to be changed. Then an addition is transacted 
for every space wiich is to have a new number by reentering the 
complete line of (xisting cJata but using the new number. 



NOlT: For examples of number change transactions. 
Facilities Inventory Update Examples.'* 



please refer to ''Appendix D, 



• 
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DIVISION OF COMMUNITY COLLtlGL;; 
FACILITIF-SINVtNTOMY 



00 



In r)r)ll,^r 



17 
ERIC 



lU ' t *Tr»nMCtion Typ*: 1 - N«w Erjtry^ 2 - Chai>9* of existmg erjtry, 
5/80 3 ■ Oftlet'orj ot extitmg entry 

"Key Field Must beCod«d. 



Prepared by ^ 



Dale Prepares* 



V7'J 



Coding Summarj^ for IU*T| Site Update 

Site Number: Assigned by college. Key element. 

Name: Assigned by college. Fifteen places. 

Type : 1 - Campus 

2 - Additional campus 

3 - Instructional center 

4 - Special purpose center 

5 - Administrative center 

6 ' Undeveloped site 
D - Other 

Area in Acres: Area in acres. May contain two decimal places. 

Ownership; 1 - Owned in fee simple 

2 - Institution amortizing 

3 - Institution paying holding company 

4 - Unowned, leased or rented 

5 - Unowned, nominal rate 

6 - Unowned, shared with nonpostsecondary 

7 - Unowned, shared with postsecondary 

8 - Other 

Length of Holding: Number of years of lease or sharing. Zero for owned. 

Acquisition Means: 1 - Purchase 

2 - Gift 

3 - Gift and purchase 

4 - Transfer from Board of Public Instruction 

5 - Lease or rental agreement 

6 - Other 

Acquisition Cost: Cost of acquiring site. Round to nearest dollar. 

Acquisition Date: Year and month site acquired. YYMM form. 

Book Value Value of site carried in financial records. Round 

in Dollars: to nearest dollar. 

Book Value Date: Year and month site book value determined. YYKM form. 

Date Prepared; Year, month and day IU-1 prepared, YYMMDD form. 
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SiMfi iff ffottth 



DIVISION OF COMMUNITY COLLtGES 
FACILITIES INVENTOHY 

FACILITY UPOATE 



o 

t 

T 
f ^ 

14- 


H 
t. 

O 

rj 
TJ 

C" 

(+1 


w * 










c 

.9 

o 
o 


Aroa in 
Gross 

Foet 


Ovvn*7f ' 


Lnnqih of 
Holding 


Inspnctinn 
Dak* 


Dci.uponcy 
D.itc 


Conitructior> 


tstirmtcd ric|)locen>ont 


Cost 


Cost 


Date 


































7 
7 
7 
7 


— 


^ 




™. 



















































- 






















































2 






























7 
































7 
































2. 
































2 
































7 
































7 
































7 
































2 
































2 












1 





















' Ttjosaction Tvpe: 1 Mew ent* v, 2 ■ Ch^ange of ej^i^tmg ent*v. 

3 ■ Deletion of existing ef>tfv Prepared By^ Date Prepared: 

**Kev Field ■ Must be Coded. 



ErIc #15! # 0 162 





Coding Summary for IlJ-2, Facility U|)date 


• 


Site Number: 


Assigned by college. Key clement. 




facility Number: 


Assigned by college. Key element. 




Ndine : 


Assigned by college. Fifteen spaces. 




Type: 


1 - Building 

2 - Parking area 

3 - Athletic area 

*+ Mgr 1 lu 1 LU Fci \ t i c i □ 
5 - Outdoor swimming pool 
0 - Other 




Status : 


1 * Permanent 

2 - Temporary 

3 - Under construction 




Conditi on : 


1 - Satisfactory 

2 - Remodeling-A 

4 - Remodel ing-C 

5 - Demolition 

6 - Termination 


• 


Area in Gross 
Square Feet: 


Area in gross square feet. Round to nearest 
square foot. 


Ownership: 


1 * Owned in fee simple 

^ inSLiLULion amoFL li i ng 

3 - Institution paying holding company 

H - unuvvneOj leasee or renLea 

5 - Unowned, nominal rate 

6 - Unowned, shared with nonpostsecondary 

7 - Unowned, shared with postsecondary 
o - utner 




LcFI ^ LM UT nU 1 U 1 Fl ^ . 


l^UlnUcT U T J CO r j U 1 | ca be UT Juflr iiig. Li: J U 1 u r uwi ICU . 




Inspection Date: 


Year and month Certificate of Final Inspection issued 

1 U r T O f 1 1 LrUFIbLT ULrLcU TUT V^U \ ICgC UT LrUII^Lr ULrLIUII 

completed for purchased facility. YYMM form. 






Vp^r* Arkfi mnnth f^cilify ricairsif^fi hv rnllpop YYHM fnrm 




Construction Cost: 


Cost of construction or purchase of facility. Round 

l^U FIcaT Cb L UU 1 lOr . 




Estimate 

Replacement Cost: 


Current cost to replace facility. Round to nearest 
do! lar. 


• 


Est. Replacement 
Cost Date: 


Year and month facility replacement cost estimated. 
YYMM form. 




Date Prepared. 


Year, month and dav IU~2 Prepared. YYMMDD form. 
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Sfjttt »f fttmttn 
iJttfUitttmfit tit t thtciitttfff 

f^afph i). Tuttmgtmt Cottttttttuimtrf 



DIVISION Ot= COMMUNITY COLLBGES 
t=ACILITIES INVENTORY 

ROOM UI^DATE 



Coll(ii|f?: 



^. 

D 

z 

LL 


> 
1- 

C 

o 


Site 
Num. 

bor 


Faciltty 
Number 




Nami' 




Aro;i in 

r\ 1 U Ci lit 

Net 
Square 


1 iif 1 iriii-iit If m 
1 iiii^i fi 111 % 1 ^ ^ 1 1 

S(rurturn 


Stations 


Suitcibihty 


Wheelchair 
Access it>ility 


OrcjJiii/ution^l 
Unti 


Number 




3 




























3 





















1 






3 
3 






















































3 




























3 




























3 




























3 




























3 




























3 




























3 




























3 




























3 
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Tt anucdoiT Type: 1 ■ New entry* 2 - Change of existing entry, 
3 - Deletion of exishng entry 

"Key Field - Must be Coded Prepared Sy; 



Date Prepared; 



Coding Summary for 10-3^ Room Update 



Site Number; 

Facility Number; 

Room Number ; 

Room Number Suffix ; 

Name: 

Use Code: 



Area in Net 
Square Feet: 

Information 
Classification 
Structure Code: 



Actual 

Student Stations: 
Suitability: 



Wheelchair 
Accessibility; 

Organizational 
Unit; 



Assigned by college. 
Assigned by col lege. 
Assigned by college. 
Assigned by college. 



Key cleniont. 
Key element. 
Key Element. 

Optional. Key element if suffix exitits. 



Assigned by college. Fifteen places. 

Code for use for which room designed. Codes listed in 
Item 8» Room-Use Code» under Definitions and Instructions 
for Room Update* IU-3. 

Area in net square feet. Round to nearest square 
foot. 

Code to indentify program or function to which activities 
in room contribute. Codes found in "Section 2** and 
"Appendix A" of Community College Management Information 
System Procedures Manual . 

Number of student stations in room. Zero for non- 
instructional rooms, 

1 - Suitable 

2 - Marginally suitable 

3 - Unsui'table 

1 - Accessible 
0 - Not accessible 

Code for department or division to which room assigned. 
Optional . 



Date Prepared 



Year» month and day IU-3 prepared, YYMMDD form. 




St4tn nf ffOfttfA of 

i)0ffAttttmt af £t/i/c*ttott 
TtfffithAsttfw, ftortff§ 
fWfih U. Ti/thftgtott, Commnsfomt 
Af f Ir mat 4v« *c 1 1 on /*qu*l 

op,«w.untiv .mPiuyf DIVISION OF COMMUNITY COLLEGES 

FACILITIES INVENTORY 
NUMBER CHANGE 



College: 



> 


• 

I 
E 
:3 

Z 


EXISTING KEY ELEMENT 




NEW KEY ELEMENT 


■o 

5 




Facility 


Room 




Site 


FacHity 


Room 


u 
1> 
OC 


-5f 


Number 


Number 


Number 


SuffiK 




Number 


Number 


Number 


SuffiK 


4 






















4 






















4 






















4 






















4 






















4 






















4 






















4 






















4 






















4 






















4 






















4 






















4 
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5/80 Prepared By^ 



Date Prepared: 

*S^te Pite = 1 Facility File = 2 Room File = 3 
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C oding Sunffikiry for lU-4, Number Change 



Existing Key Complete number that currently identifies site, 

Element; facility or room for which number is to be changed. 

New Key Element; Partial number or complete number required to change 

existing key element to another desired key element. 



Cord rpnnat For Site Upclpt o 





Card 


Field 


Fiold 


Field 


Nunibor 


Col umn^tj^,) _ 


Width 




NtllDC 


1 


1-6 


6 


N 


College Number - FICE number 


2 


7-12 


6 


N 


Date of Update - YYMMDD 


3 


13 


1 


N 


rile Number - 1 for site 


4 


14 


1 


N 


Transaction fype^^'^^^ 


5 


15-16 


2 


N 


Site Number 


6 


17-31 


15 


A/N 


Name^"^^ 


7 


32-36 


5 




(Blank) 


8 


37 


1 


N 


Type 


9 


38-39 


2 




(Blank) 


10 


40-45 


6 


N 


Area in Acres 


11 


46 


1 


N 


Ownershi D 


12 


47-48 


2 


N 


Length of Holding 


1 1 
1 J 




1 




\D \ aUr\ } 


14 


52-55 


4 




(Blank) 


15 


56 


1 


N 


Acquisition Means 


16 


57-64 


8 


N 


Acquisition Cost 


17 


65-68 


4 


N 


Acquisition Date - YYMM 


18 


69-76 


8 


N 


Book Value in Dollars 


19 


77-80 


4 


N 


Book Value Date - YYMM 



NOTES: (1) Transaction types; 1 - new entry 

2 - change of existing entry 

3 - deletion of existing entry 

4 - file dump from Division to college 

(2) If transaction type is 1, each field must have an entry. 
Exceptions are when item 11 is coded 4, 5, 6, 7 or 8, bilanks are 
alljwed for Items 16, 18 and, 19, 

(3) Must be left-justified* All other fields may be right O'* left- 
justified, zero or blank-f illed. 



8.28 



Clird Formiit for Facility Updntcy 



Item 
Numbor 



Co rd 

Coluinn(s) 



Field 
Width 



File 
Type 



Field 
Name 



1 


1-6 


6 


N 


Col 1 ecio Numbor - F ICE numbor 


2 


7-12 


6 


N 


Date of Update - YYMMDD 


3 


13 


1 


N 


File Niimhfir - 7 for f;icil itv 


4 


14 


1 


N 


Tr;i n*;;^rtinn Tvnp ^ ^ ) ) 


5 


15-16 


2 


N 


^1 tp MiimKf^k^ 


6 


1 7-70 


4 


N 


F;icil itv Numhpr 

r III iiuiiiuc f 


7 


21-35 


15 


A/N 


Name^'^^ 


8 


36-40 


5 




(Blank) 


9 


41 


1 


N 


TVDP 
1 J 


10 


42 


1 


N 


Status 


n 


^3 


1 


N 


Condi ti on 


1 L. 


AA AQ 


c 

D 


M 
n 


Mrea in urubb OHUaTt; rtitiL 


13 


50 


1 


N 


Ownership 


14 


51-52 


2 


N 


Length of Holding 


15 


53-56 


4 


N 


Inspection Date - YYMM 


16 


57-60 


4 


N 


Occupancy Date - YYMM 


17 


61 -6a 


8 




Construction Cost 


18 


69-76 


3 


N 


Estimated Replacement Cost 


19 


77-80 


4 


N 


Estimated Replacement Cost Date 



YYMM 



NOTES; (1) Transaction types: 1 - new entry 

2 -> change of existing entry 

3 - deletion of existing entry 

4 - file dump frof ivision to college 

(2) If transaction type is 1, each field r/jst have an entry. 
Exceptions are when item 10 is coded 3» blanks are allowed for 
Items 15, 16, 17, 18 and 19; when item 13 is coded ^, 5, 6, 7, or 8, 
blanks are allowed for items 15, 17, 18 and 19; when item 9 is coded 

2, 3, 4, 5 or 0, blanks are allowed for items 12, 15, 16, 17, 18 and 19, 

(3) Must be left-justified. All other fields may be right or left- 
justified, zero or blank-filled. 
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Card Format for FacilU^ Update 



Item 


Card 


Field 


File 


Field 


Number 


Column(s ) 


Width 


Type 


Name 


1 


1-6 


6 


N 


College Number - FICE number 


2 


7-12 


6 


N 


Date of Update - YYMMDD 


3 


13 


1 


N 


File Number - 2 for facility 


4 


14 


1 


H 


Transaction Type^ ' 


5 


15-16 


2 


H 


Site Number 


6 


17-20 


4 


H 


Facil ity Number 


7 


21-35 


15 


A/N 


Name^~^' 


8 


36-40 


5 




(Blank) 


9 


41 


1 


H 


Type 


10 


42 


1 


H 


Status 


11 


43 


1 


H 


Condition 


12 


44-49 


6 


H 


Area in Gross Square Feet 


13 


50 


1 


H 


Ownership 


14 


51-52 


2 


H 


Length of Holding 


15 


53-56 


4 


H 


Inspection Date - YYMM 


16 


57-60 


4 


H 


Occupancy Date - YYMM 


17 


61-68 


8 


H 


Construction Cost 


18 


69-76 


8 


H 


Estimated Replacement Cost 


19 


77-80 


4 


H 


Estimated Replacement Cost Date - YYMM 



NOTES: (1) Transaction types: 1 - new entry 

2 - change of existing entry 

3 - deletion of existing entry 

4 - file dump from Division to college 

(2) If transaction type is 1, each field must have an entry. 
Exceptions are when item 10 is coded 3, blanks are allowed for 
items 15, 16, 17, 18 and 19; when item 13 is coded 5, 6, 7, or 8, 
blanks are allowed for items 15, 17, 18 and 19; when item 9 is coded 

2, 3, 4, 5 or 0, blanks are allowed for items 12, 15, 16, 17, 18 and 19 

(3) Must be left-justified. All other fields may be right or left- 
justified, zero or blank-filled. 
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Card Format for Number Change 



Item 
Number 


Card 

Colunin(s) 


Field 
Width 


Field 
Type 


1 


1-6 


6 


N 


2 


7-12 


6 


N 


3 


13 


1 


N 


4 


14 


1 


N 


5 


15-16 


2 


N 


6 


17-20 


4 


N 


7 


21-24 


4 


A/N 


8 


25 


1 


A/N 


9 


26-27 


2 


N 


10 


28-31 


4 


N 


11 


32-35 


4 


A/N 


12 


36 


1 


A/N 



Field 
Name 



College Number - FICE number 

Date of Update - YYMMDD 

Record Type - 4 for number change^^' 
(21 

File Number^ ' 

Existing Site Number 

Existing Facility Number 

Existing Room Number^ ' 

Existing Room Number Suffix 

New Site Number 

New Facility Number 
(3) 

New Room Number^ ' 
New Room Number Suffix 



NOTF^i; (1) AH fields may be right or left-justified, zero or blank*filled. 

(2) File numbers; 1 - site file 

2 - facility file 

3 - room file 

(3) Columns 21 and 32 are A/N, columns 22-24 and 33-35 are numeric; 
right justify. 
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SECTION 9 



SPACE UTILIZATION REPORT 
SU-1 

Pur pQ S^_o f the Rp ) )O rt 

The data furnished by this report is matched with the Facilities Inventory 
to identify the utilization of instructional spaces. For each room designed 
for regularly scheduled instruction* a percentage of room utilization and of 
student station utilization, based upon statewide standards* is determined. 
In addition to room-by-room reporting for owned facilities* instructional 
activities in unowned facilities are reported in aggregate fonrh 

The information in ttii s report provides for the analysis of the current usage 
uf facilities. Locally it can be applied to the scheduling operation and to 
the study of educational programs. It also is used in the plariing process 
during the assessment of space needs and the documentation of facilities lists. 
It is used by the educational plant survey as it makes plans to house educational 
programs and student populations. Further* this report allows the Office of 
Educational Facilities Construction, Department of Education* to comply with 
Sections 235.41(1) and 235.435(1) of the Florida Statutes. 

Ove rview of Report 

This is an annual report of the usage of rooms and student stations for instruc- 
tional activities. Part 1 includes room-by-room data on room use and student 
station use for clas^^rooms and class laboratories in owned facilities. Part 1 
also includes a single entry for each campus or center for physical education 
instruction. Parts 2 and 3 contain summary infonriation reflecting regularly 
scheduled instruction which occurs in unowned space. 

The room data reported in Part 1 is matched against the room data contained in 
the Facilities Inventory file. Therefore* it is necessary that the same site* 
facility (building) and room numbers used in the Facilities Inventory be used 
for the rooms reported in the Space Utilization Report. If these numbers do not 
match, the data cannot be processed and the college will have to submit corrected 
information. 

Definitions and Instructions 

The data for the report is collected by the college during and for one full week 
in October. In Part 1, the weekly room hours and weekly student stations hours 
of all regularly scheduled instruction, Monday through Friday only* are reported 
for each classroom (room-use code 110) and for each class laboratory (room-use 
code 210) for all owned buildings, excluding both those under construction and 
those structurally unsound* in the Facilities Inventory. Classes conducted on 
Saturday and Sunday are not included. When a classroom or class laboratory is 
not used for regularly scheduled instruction* zero weekly room hours and zero 
weekly student hours are reported. 
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Room Identtfi cati on - A room is identified by its Site Number, Facility 
(building) Nuntber* Room Nuntber and Room Number Suffix, Each room reported 
in the Space Utilization Report must be identified the same way that it is 
carried in the Division Facilities Inventory, 

Meekly Room Hours (HRH) - This is the number of hours that a room is used 
for regularly scheduled instruction during the selected five-day week in 
October, The use of one room for one hour during the week equals one WRH. 
If more than one class is scheduled into one room during the same hour, this 
counts only as one WRH* The maximum number of WRH that can be reported for 
one room is 120 since a room cannot be used more than 24 hours per day for 
five days. 

Weekly Student Hours (WSH) - This is the total for the week of the number 
of hours that individual student stations within a room are used to seat the 
students officially enrolled in the courses scheduled into the room* The 
use of one student station for one hour during the week equals one WSH* To 
arrive at the total WSH for a room, first find the WSH for each course by 
multiplying the number of hours a course meets times tne number of students 
in that course* Then add together the WSH for each of the courses that meet 
in the room during the week to get the total WSH for the room* 

Physical education instruction is included in Part 1 of the report as a single entry 
for each campus or center. This entry contains the aggregate number of WRH and WSH 
of use for all athletic/physical education rooms (room-use code 520) on that site. 
For each site, the facility number used for reporting physical education instruction 
is that of the first facility listed in the Facilities Inventory for that site which 
contains a room with a room-use code of 520* The pseudo room number of 0835P is 
used since the data reported usually involves more than one room. Due to the 
aggregate method of reporting, more than 120 WRH may be shown for physical education* 

In Parts 2 and 3* WRH and WSH are reported in surmiary form by subprogram code 
for all regularly scheduled instruction offered in unowned facilities* The 
instruction reported in Part 2 would be housed in owned facilities if they were 
available. Part 3 reflects courses and programs which are designed for use in 
unowned facilities or which do not require facilities* 

Formats for Reporting 

The Oivision sends to each college a printout listing the appropriate rooms for 
which WRH and WSH are to be reported for Part 1* Data for rooms not shown on 
the printout can be reported on the SU-U Part 1 form. 

Data also will be accepted by card or tape* Please send non-labeled tapes* 
Any blocking factor is acceptable, but be sure to mark your tapes clearly* For IBM 
users, please indicate OS or DOS* Also, to speed processing, initialize tapes before 
writing the data set* 



The following is the cord or tape record layout: 



1 t OlM 




1 1 L L (.1 


1 1 L 1 U 


J 1 4^ 1 ^.1 


No. 


Column 


Width 




Name 


) 


1 - 6 


6 


N 


College FICE Code 


2 


7 - 8 


2 


N 


Si te Number 


3 


9-12 


4 


N 


Kaci Mty Number 


4 


13 - 16 


4 


A/N 


Room Number 


5 


17 


1 


A/N 


Room Suffix 


6 


18 - 21 


4 


N(l) 


WRH 


7 


22 - 27 


6 


N(2) 


WSH 


8 


28 - 80 


53 


Blank 


Filler 



(1) Format 99W9 {implied decimal ) 



(2) Format 9999V99 (implied decimal) 

Right justify all fields and fill with leading blanks or zeros. 

All colleges are to submit information about instruction in unowned facilities 
on the forms SU-1 , Part 2 and SU-1 , Part 3. 
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Division of Community Collocjes 
SPACE UTII.I7ATI0N REPORT 



Academic Yuar : 



College: 



Part 1 - Utilization of Owned FticiHties 



S i to Number 


Fctc 1 1 i ty Number 


Room 


Wrekly Room 
flours 


Weekly Student 
fiours 


Number 


Suffix 














































































































— ■ 





























































































































































Date Prepared; 
SU-K Part 1 



Rir 



Prepared By; 



President's Signature 
9.4 



Division of Community Colleges 



Academic Year: 



Cnl lege: 



Part 2 - Instructional Activities F<fK)uiring Owned Facilities 

Enter by subprognim rode the WRII and WSM of all regularly scheduled instruction offered in 
unowned facilitio". which would be housed in owned facilities if they were available. 



Subpy ograms 


Classrooms 


Class Laboratories 


WRH 




URH 


WSH 


1 . 1 Advancpd & 
Professional 

1 .2 Occupational 

1 .3 Developmental 

1 -31 Compensatory 
1 .32 Adult Elem. & 
Secondary 

1.4 Community Inst.Ser. 

1 .41 Ci tizenship 

1 .42 Recre. & . 
Lei sure Time 

TDTAL 



























































1.14.0835 Physical Education Activity requiring Athletic/Physical 
Education (52D) facility: WRH WSH 



Date Prepared. 



Prepared by: 



Signature of President: 



Return to: Bureau of Research and Information Systems 
Division of Community Colleges 
Department of Education 
Tallahassee, Florida 323D1 
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Division of Corrmunity Colleges 



Academic Year: College: 



Part 3 - Instructional Activities Not Requiring Owned Facilities 

Enter by subprogram code the WRH and WSH of all regularly scheduled instruction offered in 
unowned facilities for which owned facilities are not required. This includes courses and 
programs which are designed for use of unowned facilities (e.g., high schools, churches* public 
facilities* correctional institutions* etc.) or do not require facilities (e.g., external T.V. 
instruction) . 



Subprograms 


Classrooms 


Class Laboratories 


WRH 


WSH 


WRH 


WSH 


1 .1 Advanced & 
Professional 

1 .2 Occupational 

1.3 Developmental 

1 .31 Compensatory 

1 .32 Adult Elem. & 
Secondary 

1.4 Community Inst-Ser. 

1 .41 Citizenship 

1 .42 Recre* & 
Leisure Time 

TOTAL 



























































1*14.0835 Physical Education Activity requiring Athletic/Physical 
Education (520) facility: WRH WSH 



Date Prepared: Prepared by: 



Signature of President: 

Return to: Bureau of Research and Infonnaticn Systems 
Division of Corrmunity Colleges 
Department of Education 
Tallahassee* Florida 32301 
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SECTION 10 

PERSONNEL AND SALARY REPORT (SA-1) 
SALARIES OF SELECTED POSITIONS (SA-2) 

P urpose of the Report 

Since each college has a unique r^alary schedule* it is necessary to develop 
reporting documents which can facilitate the communication of salary informa- 
tion in a compatible manner. The purpose of these reports is to display the 
basic professional salary schedule, actual salaries paid to professional college 
employees by educational level, work experience and contract lengths and the 
salary rates for selected administrative positions. 

Instructions for Report SA-1 

The information for the report is developed in October for each year and thus 
represents a snapshot of Term 1 (Fall) personnel distribution on the fiscal 
year salary schedule. The report is for full-time personnel and is divided 
into five parts: 

Part 1 - Instructional 

Part 2 - Instructional Department Administrators 

Part 3 - Executive, Administrative and Managerial Personnel 

Part 4 - Professional/Specialist 

Part 5 - Salary Schedule Summary on Instructional Personnel 

The basic format of the first four parts classifies personnel by contract length 
in days. This form is repeated three times for reporting up to three different 
contract lengths. To report more than three, please duplicate the appropriate 
form. 

The following are the definitions and instructions to be used to complete the 
SA-1 report. Parts 1, 2, 3, and 4. 

Personnel Category Definitions - One of the most critical aspects of this 
report is the proper classification of personnel by each college. The college 
should use the definitions found below to classify each full-time employee. 
These definitions were derived using as a guide A Manual for Manpc^er 
Accounting in Higher Education and A Handbook of Standard Terminplogy and 
F^uide for Recording and Reporting Information About Educational Technology 
^National Center for Educational btatisticsj. These definitions are consistent 
vnth those required to complete the HEGIS and OCR (EEO-6) reports related to 
personnel and salaries. These relationships are mentioned to emphasize the 
need for each college to classify and code employees according to these 
definitions for both state and federal reporting. 

Executive, Administrative, Managerial Personnel - This category includes 
employees who exercise'primary responsibility for the management of the 
institution or of a department, or subdivision thereof, and who devote 
no more than 20 percent of their workweek to Fair Labor Standards Act 
(FLSA) non-exempt work. Assignments usually require the performance of 
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work directly rclaLcd to iiunayeniLMit iJoliciL's or tjcriernl huijiriMSi, 
opcrdtions oT the institution or the pi^rfoniuiriCG of fUTictiorr.; in thu 
adiitinlstration of <i clciiartiuent directly rcl<ited to cJCdclcN^tic instruction. 



This cateqory will include etnpluyc^es with such job titles c^s prer>idunt» comptroller 
dean, director* assistant to the president* assistant dean, assistant director, 
coordinator, etc. It inclrdes the hefid, chairperson* or other ddrinnistrator of 
an academic department* or divi!^ion. if such person primarily an administrator 
exercising cpoci^'ic administrative authority while other duties ^re secondary. 
Such duties include: 



1 . Di recti ng^ scheduling* or s upe rvising other board employees; 

^ ' ^1 u ating and recon^mending the employment or termi n a ti of 
oth er boar d employee s; 

3 . All ocating, managing and scheduling resources and fac ilities; 

4 . Ser v ing in positions involving planning^ development^ and 
u tilization of personnel* resources and facilities . 

It is assurrrod that assignments in this category customarily and regularly 
require the incumbent to exercise discretion and independent judgement and to 
direct the work of others. 



It includes* but is not limited to the following: 



OEAN* ASSISTANT DEAN* DIRECTOR* ASSISTANT OIRECTOR* COORDINATOR* ASS I STANT 
COORDINATOR* VICE PRESIDENT, MANAGER, CHIEF , 

OF 



Academic Affairs 
Admissions and Records 
Alumni Affairs 
Athletics 
Basic Education 
Career Service 

Community Affairs (Relations) 
Community Services 
Comptroller 
Continuing Eduiiation 
Cooperative Education 
Counsel ing 

Data Processing (Systems) 
Development 
Employee Relations 
Experimental Learning 
Federal Programs 
Financial Aid 
Guidance 
Health Services 



High School Articulation 
Insti tutional Research 
Intramurals 
Library 

Management Systems 

Maintenance 

Personnel 

Placement 

Planning 

Plant and Grounds 
Public Infc (iidtion 
Purchasing 

Registration (Registrar) 
Special Projects 

Special Services (e.g., for dis- 
advantaged students) 
Student Affairs (Services) 
Student Development 
Systems Planning 
Veterans Services (Affairs) 
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Ipstruc tjonal Ptyrsonnel - Individuals employed for the pnniary 
purpose of performing instruction. It includes only exempt employees. 
Instructional personnel on sabbatical leave will be included at their 
requlor salary. Replacements for these personnel should not be reported. 
Instructional personnel on leave without pay should not be reported; full- 
time replacement for these should be included. Do not include departmental 
administrative personnel if they perform any of the administrative duties 
1 1 sted above. 

In structional Department Ad m inis t rator s - This personnel category 
includes those persons that "provide direct administrative support 
to instructional departments or divisions. Although these persons 
may be carrying a partial teaching load {in some cases the majority 
of their workload}, they should be reported in this category if they 
are assigned administrative duties. The purpose of using this personnel 
category in the report is to prevent the distortion of either the 
Instructional or the Executiv.^, Administrative, Managerial personnt . 
categories by placing persons in them who have dual responsibil itit^*. 

Professional/Special ist Personnel - These employees are given assignments 
requiring knowledge of an advanced type in the field of science or 
learning or original and creative work in an artistic field and no 
more than 20 percent of their workweek is devoted to FLSA non-exempt 
work. This category includes such employees as librarians* accountants* 
architects, system analysts, counselors, attorneys* and other professional 
specialists employed for the primary purpose of performing or operating 
in the areas of academic support, student support* and institutional 
support. Do not, however* include individuals who have administrative 
or managerial responsibilities in these areas. 

This category of employees is distinguished from Instructional and 
Executive, Administrative* Managerial personnel in that their primary 
activity is practice in their particular field rather than either 
administration* instruction, or research. For example* a reference 
librarian would be a Professional/Specialist employee* whereas the 
head of the library would be an administrator. Likewise a person 
performing the counseling function would be in a Professional/Specialist 
position rather than an Executive* Administrative, Managerial position. 

Contract Length of Days - Refers t the total contractual workdays in 

the contract period. This includes paid ^cations but excludes official 
holidays which employees are not required to work. For Instructional Personnel 
this would usually be the number of instructional* exam and faculty workdays. 
For Administrative and other Professional personnel this would be the maximum 
number of "on-the job" days. Twelve month contracts siiould have a number around 
252 days instead of 260 days since 260 is the rriaximum number of workdays in a year, 

Educational Level - Represents a categorization of college professional staff 
according to five educational levels: 

1 . Earned Doctorate 

2. Masters plus thirty (30) credit hours 

3. Masters Degree 

4. Bachelors Degree 

5. Less Than Bachelors Degree 
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Under each contract length by educational level the following inforniotion 
IS requested separately for men and women personnel; 

K Number of individuals in this category, 

2. No. qT _ CC's is the number of individuals reported obovc 
who have continuing contracts. 

Note: This does not apply to Part 3> Executive. 
Administrative^ Managerial Personnel . 

3. Mean E xperience is the average number of years of experience 
for this group of employees considered in the (tcteniiina^ ion 
of salary rates in the salary schedule of the college, jt is 
determined for each category by summing the years of applicable 
experience for each individual and dividing by the total number 
of individuals in thp category. Please indicate at the bottom 

of the form the maximum number of creditable years »or experience 
on your salary schedul e. In the event that applicable experience 
is not considered in the determination of salary rdtos^ 
will be entered in lieu of number of years or zero. 

4. Mean Salary is the average salary paid for that category as 
determined by dividing the sum of all salaries (including 
supplements) for the particular contract length by the number 
of individuals in the category, 

At the bottom of each part> please give the number of part-time people 
(headcount) employed and their total FTE as determined by the college's 
definition of full-time. 

Instructions for Report SA-1 ^ Part 5 - Salary Schedule Summary for I nstruc t_jona 1 
Personnel 

This report is separated into two parts only one of which shofild be completed 
by each college. If your college uses professorial ranks^ please complete the 
matrix on the bottom half of the page. For those colleges not using professorial 
rank^ complete the matrix on the top portion of the page. 

For each contract ^ report the number of work days and the minimum and maximum 
salaries by degree category or rank as specified in the college's salary schedule, 
Do_ nojt report what is currently being paid to someon? in a category or the average 
salary of persons in a category. 

Attach any comment which you would like to be appended to the Division Annual 
Salary Study. 
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OIVISION OF COMMUNITY COLLEOES 
PERSONNEL AND SALAHY HEPOMT 



Colloyn: 



PAHF 1 tN^nitUCnONAL PEHSONNEL 



FuM Timn Pcrsonnul wilh ConVact Length of Davs 




MEN 


WOMEN 




Mo ot CC^ 




Mnan Salary 


Numbftf 


N^>. of cc* 


Mcart ExpcT. 


Meart Salary 
























































Q.rch*?lort D(*f|rrf» 


















Less \h,\t\ flachelcjrv 




















Full Time PcvrtftnnH m/ith dnrftr^irt Length of D.W* 




MEN 


WOMEN 


Number 


No. of CCi 


Mean Exper. 




Number 


NO. ot CCS 


Mear> Exper, 


Mean Salary 


DoctoraU' 


















Masters ntus Thhrty 


















Masters Deqr<^e 


















Bachelors Degrpfi 


















Less Xhan Bachelors 



















o 



FtiJI Time Personnel wvtth Contract Length of - 



Days 



Educational Level 


MEN 


WDMEN 


Numt>er 


No. of CC'i 


Mean Ex per. 


Mean Salary 


Number 


NO. or cc'j 


Mean Exper. 


^^ean Salary 


Doctorate 


















Master; plus Thirty 


















Masters Degree 


















BachebfS Degree 


















Less than Bache'ors 



















Maj(imiim number of creditable years for which a salary increment 
ts given n 

SA 1 
l^age f 



Total Part-Time 

Full-Time Equated 
(of Part-timeJ 



O ' Please duplicate this form to report more than 3 contract periods, 
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DIVISION Of COMMUNITY COLLEOtS 
TEltSONNEL ANO SAUftY ntMORT 



C{illm|r 



PART 2 - INSTRUCTIONAL DEPARTMENT ADMINISTRATIVE PQHSONNQL 



rullT*mo PpfionnH wtth Contract Lf?i«|th ot - D^iy^ 


Educational Lovol 


MEN 


WDM EN 


f Jktrr^bfir 


tU>. CC't 


Mean Exhcr. 


Mean SnUuy 


NumlHir 


N^> of CC'f 


MojM Ex^w?r. 


(Vl<Mn SciUiry 


Doctorates 


















Mastorit plus Thirty 


















Masters Degree 


















Bachr^lors Degree 


















Less than Bachelors 





















Educatior>al Level 


MEN 


WOMEN 


Nun^ber 


No. or CC.5 


Mear> Exper^ 




Number 


No o1 CC*5 


Mean Exper. 


Mtran Salary 


Ooct orate 


















Masters plus Thutv 


















Masters Oegree 


















Bachelors Degree 


















Less than Bachelors 



















Full Time PersonrMi^ with Cor>tract Ler^gth of Days 


EduCatior>al Level 


MEN 


WOMEN 


Nurnber 


No. f>t CC'i 


Mean Exper^ 


Mear> Salary 


Number 


No. of CC* 


Mean Ex per. 


Mean Salary 


Doctorate 


















Masters plus Thirty 


















Masters Degree 


















Bachelors Degree 


















Less than Bachelors 



















Maximum number of creditable years for which a salary increment 
^s given *s — _ 



Total Part Timo 



SA 1 
Page 2 



FulhTrme Etlujted 
jof Part tin^ef 



NOTE: Please duphcate this form to rePor! more than 3 contract Periods. 
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Actidflfnir; Ye;»f : 



DIVISION Of COMMUNITY COLLEGES 
PERSONNEL ANO SALARY REPOnT 



C(>1U:ifE?: 



PART 3 - EXECUTfVE, ADMINISTRATIVE St MANAGERIAL PERSONNEL 



Full Tirnt^ Prrsoonol with Contriict Lcn^jth ot 



DaVs 



Eduodttoiul t(tvcl 



MEN 



Numb<?r No, nf CC'i MVtlh EKDiir 



Mf^an Siiljry 



WOMEN 



Nimilmr No.orcCi Meon Exoor 



Mean Sobry 



Doctoratt? 



Masters plus Thirty 



Masters Degrt^t* 



Bachelors Degri- 



Le?ss than Bjcht^lon; 



Full Time Personnel with Contract Length of . 



Days 



Educatmnal Level 



MEN 



Number [no. oTCC.t Mean Enpcr 



WDM EN 



Number |fjo.QlcC't] Mean Exper,] Mean Salary 




Doctorate 



Masters plus Thirty 




Masters Degree 



Bachelors Degree 




Less than Bachelors 



Full T*rT>e Personnel vvith Contract Length of. 



Days 



Educational Level 



Number | isto. ot CcT Mean Exper 



MEN 




Mean Salary 



WOMEN 



Number Uo. ot ccj Mean Exper* 



Mean Salary 



Doctorate 



Masters plus Thirty 



I 




Masters Oegree 



Bachelors D egree 



Less than Bachelors 



Maximum number of creditable years for which a salary increment 
is given is 

SA* 1 
Page 3 



20:] 



Total Part-Time 

Full 'Time Equated 
(of Part*timel 
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r*ase duplicate this form to report more than 3 contract periods* 









DIVISION OF COMMUNITY COLLEGES 


















PERSONNEL AND SALARY REPORT 




Cullmju ; 








PART 4 - NON-lNSTRUCTiJNAL PROFESSIONAL PERSONNEL 
















Foil Tlm^* Personnel with Contract Lf!ngth of OaVs 


£duCiitior>til LovH 


MEN 


WOMEN 


Number 




Mean E?tper. 


Mean SalarV 


Number 


No. of CCt 


Mean E?tPer. 


Moon Salary 


Doctor iit<; 


















Mastyrs plits Thirty 


















Masters Degree 


















Bacholcrs Oegree 


















Less than Bachelors 




















FulLTimc Pf^rsonnel u^ith Cnntrnrt Length of Days 


Educational Level 


MEN 


WOMEN 


Number 


No. of CC.) 


Mean E?tper, 




Number 


No of ZC'i 


Mean E^cper^ 


Mean SalarV 


Dociorate 


















Masters plus Thirty 


















Masters Degree 


















Bachelors Degree 


















Less than Bachelors 




















Full Time Personnel with Contract Length of DaVs 


Educational Level 

_ 






MEN 






WOMEN 






Number 


No. ot CC*i 


Mean E?tper. 


Mean S<}lary 


Number 


No. ot CUi 


Mean E?tPer. 


Mean SatarV 


Doctorate 


















Masters plus Thirty 


















Masters Degree 


















Bachelors Degree 


















l^ess than Bacnclofs 


















Majtimum number of creditable years for which a salary increment 






Tntal Part*Time 




























SA^I 
Page 4 












Full-Timn Eniiated 
















fof Part ttme) 








NDTE: Please duplicate this form to report more than 3 contract pertods. 
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PERSONNEL AND SALARY REPORT 



Part 6 — Salary Schedule Summary for Initructionat Purtonnof 

A* Summary of Salary Schedule for Instroctional Personnul for Colleges NOT usint) Professorial Rank 



Contract 
Ler>gth 


Doctorate 


Masters Degree 
Plus Thirty 


Masters Degree 


Bachelors Degree 


Less Thar> a 
Bachelors Degree 


Days 


Mir>, 


Max. 


M»r>. 


Max. 


Min. 


Max. 


Mm. 


Max, 


Mn), 


Max. 


















































































































S, Summary of Salary Schedule for lnstructior>al Personr^el for Colleges Using Professorial flar>k 



Contract 
Length 


Professor 


Associate Professor 


Assistant Professor 


Senior 
Master lr>structor 


Instructor 


Days 


Mir^, 


Max. 


Min. 


Ma>t. 


Min. 


Max. 


Min. 


Max. 


Min. 


Max. 


















































































































State of Florida 
Dttpartment of Education 

TalUhanee, Florida „ ^ 

Ralph D. Turlington, Commissioner n ■ h-f Prepared By: _ 

An •qui opportunity tmployer C ( ) 7 

Date Prepared: 
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SALARIES OF SELECTED POSITIONS 
(SA-2) 



Instructions 

ThG Annual Salary Rate should be the 1 2 month s alar y rate of October 1* 
The cost of fringe benefits should not be included. In the event that the 
salary rate is for a period less than twelve months, plense indicate with 
a footnote of explanation. If a position is vacant on October 1, pledso 
use the budgeted salary rate for that position dlong with a footnote of 
explanation* The salary rate reported should be for the individunl with 
the overall responsibility for that function (i,e.. Dean of Business Affairs 
is the Chief Business Affairs Officer)* Institutions with more than one 
person in a particular function (e,g,, Campus Vice President) should report 
the highest salary rate paid. 
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DIVISION OF COMMUNITY COLLEGES 
SALARIES OF SELECTED POSITIONS 



ACADEMIC YEAR: 



COLLEGE: 



POSITION 
President 

Executive Vice President 
Provost/Campus Vice President 
Chief Academic Affairs Officer 
Chief Business Affairs Officer 
Chief Student Affairs Officer 
Chief Librarian/Learning Resources 
Chief Student Records (Registrar) 
and/or Director of Admissions 



ANNUAL SALARY RATE 



Prepared by: 
Date Prepared: 



Return to; Bureau of Research and Information Systems 
Division of Community Colleges 
Department of Education 
Tallahassee. Florida 32301 



SA-2 
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SECTION 11 



FTE ENROLLMENT REPORT 



Purpose of These Reports 

The information contained in these reports is used in planning activities 
carried on by the Division. The FA-4 enrollment data are audited to determine 
if the student semester hours reported are accurate and properly recorded. The 
FA-4 enrollment data should be used by the college in its cost analysis. It is 
therefore necessary that each college maintain a student accounting system with 
accurate and auditable records for the initial registration and each subsequent 
registration in each term. 

The three reports have the same format and should contain the following 
enrol Iment data ; 

FA-2 Actual Initial Fall enrollment with estimates of enrollment 
for the remainder of the year* Only the Initial and Total 
Registration columns need to be completed for the estimated 
terms. Include Other Registration figures in Initial Registra- 
tion column for the estimated terms so that this column is 
identical with the Total Registration column, 

FA-3 Actual Fall and Initial Winter enrollment with estimates of 

enrollment for the remainder of the year. For the Summer Term 
include Other Registration with Initial Registration so that 
the columns for Initial Registration and Total Registration are 
identical * 

FA-4 Actual Fall, Winter, and Summer enrollment for all registrations. 
In this report all the columns are completed. 

Instructions 

All credit hours for which students register in credit courses and ^1 1 credit 
hour equivalents for non-credit courses must be included in the student semester 
hours reported, A student is officially registered for a course when either the 
payment of the required fees, waiver of fees, or deferment of fees transaction 
is completed and recorded in the financial and student records maintained by the 
college. The student semester hours reported should not include those for students 
who withdraw from courses and received a total or^ partial refund. 

In the event that adjustments must be made to actual enrollment data reported 
previously, the corrected enrollment should be entered in the appropriate column(s}, 

A cutoff date has been established for course numbering updates so that adjustments 
in FTE Enrollment Report (FA-4) and the Cost Analysis Reports (CA) do not have to 
be made on a retroactive basis. The cutoff date is September 1. Course numbering 
classification changes made after September 1 will not be included in FTE Enroll- 
ment or Cost Analysis reports until the following academic year. Course numbering 
updates will be identified with an "effective academic year". 
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There inoy be instances where courses begin in one academic year and ond in 
the next. Student semester hours for these courses will be reported in the 
academic year in which the course ends . 

Definitions 

Student Semester Hours - Those are determined by the number of student credit 
hours in credit courses and student credit hour equivalents in non-tredit courses 
for which students are duly registered during each term. Report seiirestcr hours 
to one (1) decimal place {similar to CA-3)* 

Initial Registration - Include in this column student semester hours for those 
students officially registered during the major registration at, or prior to, 
the beginning of the term. 

Other Registrations - In this column report the number of student semester 
hours for students registering at times other than the initial registration. 
Note that "Other Registrations'' does not^ refer to "Drop/Adds" or other adjustments 
to the Initial Registration. 

Total Registrations - This is the sum of the student semester hours and semester 
hour equivalents reported in the Initial and Other Registrations for any term. 

Total Year S.S.H. - This is the sum of the Total Registrations for each of the 
three terms. 

Credit Hour Equivalents - These are the computed equivalents of student semester 
hours for courses in which no credit is awarded (non-credit courses). Student 
semester hour equivalents are computed by dividing the total number of Instruc- 
1onal Hours by 27. Instructional hours are computed by multiplying the number 
of students officially registered by the number of hours that the course meets; 
i,e,, the number of hours each student receives instruction. 
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Vn^iatUt\pui tit \ ilii(.jitifii> 



D^VinUJN or COMMUNITY an l.Hil : 

< U [ urn IMLNI KU'Okl 



PjitfO 1 o1 2 



Colk»c|e; 



\>1 Jl Ir^ 1 iIj P I PM I Pr 


FiilF 


WllltiT 


Sumi ner 


TDTAL 


1.1 Ailvjncpcl 8i Pf otifssioriiti 


Initi.)! 


Orhfi 


Tor,ji 


InitiLiI 


Oihcr 


ToUl 


Iftitiitt 


Diher 


Tolal 


YEAR 


RptliSl. 


R<"ni%t. 


Rpili^t. 


Rfqis,, 


RihlilL 


ReriiM, 


Regist. 


Ret|ist. 


Reg lit. 


SSH 


1 1 1.01 A(]rr<:. ft N.M. RtH. 






















1 11 02 Archil. 8f Environ. 






















1 . 1 1 .04 BiolOrHCiil Sci(?nce 






— 
















1 . It ,09 Eri(jin(7Cf mg 






















1.11.12 Health Prote«ions 






















1.1 l .l[> Phv^icol Scienco^ 






















t J2.I0 Fi^e dni) Apphctl Arl4 






















1 .1 3. 1 1 Foreign L^nQ^ijqcs 






















Letters 






















1.M.08 Education 






















1.15.05 Butirieii 8i Management 






















1.16.07 Computer 8i Jntor. Sci, 






















1.16.17 MatherTTJtic* 






















1^^7 03 Are* St^idies 






















1.17.20PtVchologv 






















1,17,22 Social Scences 






















1. 18.06 Commumc^t >n4 






















1.18.13 Home Economic* 






















1.18.14 Uw 






















1 .18.16 LdJr^rV Science 






















1.18.iaM-htafV Science 






















1.18.21 Publ.c Atfaif* 






















1 .18 23 Theoioqfv 






















1 18 49 InlCrdiScrPlin^rV 






















TOTAL ADVANCED 
ft PftDFESSlDNAL 























FA-2,3,4 



9 1 
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V.\\\ 


Win1r!i 




TOTAL 


1 Oi 1 n|i.Mit}Mril 




















V t- A ri 


















ftrn>^L 




\ 1* h itiM 


























? ' 'xl^lnA 


— .^^^ . 




^- - ---- - 


... 


" - - 


— 




















— . 








_ 








. 


1 . 1 f'^;hFTTdll 






































































1 / 1 1 <f*.inri 


























? '"ijilptil 














































\ /'I r 1 f\ \ ' rhiU»M»|Ll 


1 . T<?chnir;il 
























2. ^hi,ip,t-:*;;;;„^ 
























3. Sul^plsmtjntal 
























1 Tt^chFiic.il 

















































3. S\itiplt?fncoi()l 






















1 ■ r r, \^^\^^\^\^^\\ 


1 Tpchnicrt! 
























?. vi'll^] 
























3. Stfpn'prnonial 






















1 / iNjfjin 'h^r v<f 


1 T^chntCdl 






































































TOTAL OCCUPATIONAL 

























Fan 


Wmtpr 




TOTAL 


Codfl Discipline 








Initiiil 


Other 


ToTjl 


fmtidl 


Other 


Total 


Initial 


Oth(?r 


ToTdl 


YEAR 






Rpqi^c. 


Regijt. 
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SECTION 12 



OPLNINCi r-ALl. ENROLLMENT IIEAHCOUNT 
PURPOSE OF THE RETOT " 

This report displays descriptive information of the opening f^ill enrollments 
experienced by each collecje* The information collected is used to complete 
HEGIS reports and to prepare analytical reports for distribution to colleges. 
Division staff and other State agencies. The data for generating these reports 
should be collected and tabulated as of the last date on which students can 
add courses for the regular Fall term as printed in the official college 
catalog* 

THIS REPORT SHOULD INCLUDE ONLY STUDENTS ENROLLED IN COURSES WHICH ARE 
DESIGNATED BY THE COLLEGE ASl^ING COLLEGE LEVEL COURSES FOR WHICH CREDIT IS 
AWARDED FOR SATISFACTORY COMPLETION, 

DEFINITIONS AND INSTRUCTIONS 

Subprogram and Clusters : 

1,1 Advanced and Professional - These are curricular programs 
established to provide the first two years of course work 
leading to an advanced or professional degree. Students 
classified as advanced and professional intend to complete 
at least a bachelors degree or complete the necessary jower 
division requirements for such a degree, 

1*2 Occupational Instruction (Credit) - These are curricular 
programs designated to prepare persons for an occupation. 
They are considered "credit'* when the course requirements 
are rrade up of coll'^ge level credit courses. Students 
classified as credit occupational intend to complete such 
a program, 

1,9 Other Personal Objectives - These are persons taking college 
credit courses but do not intend to complete an Advanced and 
Professional or Occupational program. An example would be 
a teacher taking a course for certificate renewal, 

'T-T^* (Full-Time Student) - A student registered for 12 or more 
credits during the current term, 

"P-T" (Part-Time Student) - A student registered for 11 or less 
credits during the current term. 
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I irsL J,ifN(j [ri CollOfj^^t: - A porson who r»ot ottnndnd tuty CA)\\r<\r 
prior to tho current tcnn. Ttjroo sut)C<:Uf:c)oru?:> of (ir'>L Mini- 
ill coIIl^cju ciro ugcH in this r'oport: 

'* ' '^JC'^ A^^i^^.^U^I^"^ J^^J^i^^P^^ ' Students rc(;ji^>t.(:r(Hl f or* rriHcMif^ 
credTt courses prior^ to 7jrt*ducitton ^ron^ hiqfi ^;chool* This 
includes persons classiriod in oarly culnnr>r*ion sLaLu-,, thus*' 
accumulating credit ))rior to cjrtKluotinn in "crtnlit bfU^k*,'' 
<ind/or ddmittod under special ^itatus prMUliruj coinpl(:tion iukI/ot' 
fjr^aduation from high school* 

2. F^ rovious Yea r High Sc hool Gra duate - Students who hove 
graduated^frbin hiqh^s^chool" during the [uevious fKiddoiriic 
year* This includes persons who completed higli school the pT^oviju 
year and enrolled at the college for courses rtur^ing tlie 
sunnier term* 

3* Oth er - Students who did not graducite from high school during 
the previous year. This category includes persons who completed 
and/or graduated from high school prior to the previous ricadejnic 
year, those who cDmplGted high school requirements by examina- 
tion (GED), and those categorized as '*aduU students" who have 
not graduated or completed high school requirements* 

Return ing Students - A person who has previously enrolled in at least 
" one credit course at the college and has not attended another college 
or university (except as an itinerant student) since his or her last 
attendance at the reporting college* (An itinerant or transient 
student is one temporarily enrolled in another institution who plans 
to return to the original institution to complete his or her program-) 
There are two subcategories used in the report: 

K Enrolled Previous Year - A person enrolled in at least one credit 
course during the previous academic year, 

2* Not Enrolled Previous Year - A person whose last enrollment was 
in the reporting college but it was prior to the previous 
academic year. If a student attended another college during 
the intervening period^ he or she should be classified as a 
transfer. 

Transfer Students - A person whose last enrollment was in another 
institution (except as an itinerant student). Two subcategories 
are used: 

1, In-State Institution - A person whose last enrollment was at 
an institution in the State, 

2* Out-of-state Institution - A person whose last enrollment was 
at an institution out of the State, 
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Froshmon - Persons who have earned from 0 through 23 credits of college 
level course work. Credits may be earned at other colleges or 
universities or by examination (CLEP), etc, 

Fi rst-Time Freshmen - Entering freshman who have not previously attended 
any col lege. Include students enrolled in the fall term who attended 
college for the first-time in the preceding summer. Also include 
students who entered with advance standing at the freshman level* 

S ophomores - Persons who have not yet earned their associate degree, or 
equivalent, but have earned 24 or more credits of college level 
course work. 

Unclassified - Those students who are not candidates for a degree or other 
formal award* although they are taking credit courses. 



Total Credits Enrolled For - Enter the total number of credit hours that 
were taken by the total number of students reported on each line. 
This count should be determined by the classification of the student, 
NOT by the level of the course. 



Report Balancing - The number of first-time full-time and first-time 
part-time students are also included in the counts of full-time 
and part-time freshmen. Also* the total number of full-time and 
part-time students in the lower matrix must equal the total number 
of students indicated in the total line of the upper matrix. 
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DIVISION OF COMMUNITY COLLEGES 
Ol*CNING FALL ENROLLMtNT HEADCOUNT 
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SECTION 13 



FALL ENROLLMENT flEADCOUNT DY AGE GROUPS 



Purpose of the Report 

This report displays final Fall headcount enrollments by Racial/Ethnic categories 
and by Sex for Age Groups beginninri with the 15*19 group and ending with the 65 
and over group. 

It is used by the Commissioner's office as a basis for enrollment projections and 
other research studies. Furthermore, it will be used by the Division to answer 
legislative and other student profile questions* The by-age groups and full-time/ 
part-time students is sometimes used to distribute enrollments from other reporting 
documents. 

General Instructions 

This report should reflect headcount enrollments as of the last date on which 
students can add courses for the regular Fall term as printed in the official 
college catalog. It is an unduplicated headcount of Fall enrollments. Where a 
duplication exists between subfunctions , such as between 1*1 Advanced and Pro* 
fessional and 1.3 Developmental, the enrollments would be reported only once 
under the highest level subfunction. Advanced and Professional is the highest 
level subfunction; Other Personal Objectives, the lowest. In the above illustra- 
tion, the enrollments would be reported only under 1.1. Advanced and Professional* 
The following list of subfunctions ranks from highest to lowest for purposes of 
reporting dual headcount enrollments as unduplicated. 

1.1 Advanced and Professional Instruction 

1 . 2 Occupational Instruction 

1 .3 Developmental Instruction 

1.4 Community Instructional Services 
1.9 Other Personal Objectives 

Defini tions 

1J Advanced and Professional Instruction 

This subfunction includes courses and instructional programs designed to provide 
the first two years of course work leading to an advanced or professional degree 
{bachelors, first professional, masters, etc.). It includes both the general 
education and specialized lower division courses necessary to complete a transfer 
degree program. It does not include non-credit courses, specifically designed 
compensatory (remedial) courses, or vocational and technical courses (see defini- 
tion of Occupational Instruction)* 

1 ,2 Occupational Instruction 

This subfunction includes all courses (credit and non-credit) and instructional 
programs designed to prepare persons for an occupation without subsequent training 
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or education in an institution of higher education or to provide courses to upgrade 
job related skills. Many of the courses classified as occupational instruction arc 
transferable to a State university to apply toward a bachelors decree; however, they 
are placed in this subfunction since they are rp^l^l^^d for an occupational degree or 
certificate because of their specialized c on tenf . thfs classification standard was 
adopted to provide consistent classificatfon of those courses which serve both a 
transfer and occupational preparatory purpose, 

1 . 3 Developmental Instruction 

This subfunction includes the courses and instructional programs designed to prepare 
persons for college entry. It also includes courses considered basic and general 
education at the elementary and high school level. It should not include occupational 
courses, 

1.4 Community Instructional Services 

This subfunction includes non-credit instructional courses designed to meet community 
needs or to provide recreational or leisure-time activities. Occupational non-credit 
{supplemental} sources sho u ld not be classified in this subfunction, rather they should 
be placed in the appropriate occupational category, 

1,9 Other Personal Objectives 

These are persons from the college community who take courses for various reasons 
other than to complete a degree or certificate program offered by the college. This 
subfunction is established to account for students who do not intend to complete an 
instructional program offered by the college, but who are taking credit courses to 
satisfy their personal objectives. An example would be a teacher taking a course 
to be used for renewal of his certificate, in which case the teacher is not seeking 
to complete degree or certificate requirements. 

This subfunction is used only when accounting for students by instructional program. 
It is not applicable to the classification of courses or disciplines. 

Column Heading Instructions 

Non-Resident Alien - A person who is not a citizen of the United States and 
who is in this country on a temporary basis and does not have the right to 
remain indefinitely. Resident aliens, non-citizens who have been lawfully 
admitted for permanent residence (and who hold a "green card" Form 1-151), 
are to be reported in the appropriate racial/ethnic categories along with 
United States citizens. Non-resident aliens are to be reported separately, 
on tne lines provided, rather than in any of the five radal/ethnic categories 
which follow. 

Black, Non-Hispanic - A person having origins in any of the black racial 
groups (except those of Hispanic origin). 
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American Indian or Alaskan Native - A person having origins in any of the 
original peoples of North America* and who maintains cultural identification 
through tribal affiliation or community recognition. 

Asian or Pacific Islander - A person having origins in any of the original 
peoples of the Far East* Southeast Asia* the Indian Subcontinent, or the 
Pacific Islands. This area includes* for example, China* Japan* Korea* the 
Philippine Islands* and Samoa, 

Hispanic - A person of Mexican, Puerto Rican* Cuban* Central or South 
American, or other Spanish culture or origina, regardless of race. 

White, Non-Hispanic - A person having origins in any of the original peoples 
of Europe, North Africa, or the Middle East (except those of Hispanic origin). 

Racial/ethnic designations as used in this survey do not denote scientific 
definitions of anthropological origins. For the purpose of this report, a student 
may be included in the group to which he or she appears to belong, identifies with* 
or is regarded in this community as belonging. However, no person may be counted 
in TOre than one racial/ethnic group. 

Full-time and part-time student designations will apply only to credit 
students in the Advanced and Professional and Occupational programs. In 
Developmental* C.I,S, and Other Personal Objectives programs* the full- 
time, part-time designation is not required. 

F-T (Full-Time Student) - A student registered for 12 or more credits 
during the current term, 

P-T (Part*Time Student) - A student registered for 11 or less credits 
during the current term. 

Row Heading Instructions 

Age Group - Report students in the appropriate age group. If age is unknown* 
classify accordingly. Wherever possible* avoid use of the Age Unknown category. 

Total - Totals should crossfoot, down and across for each subfunction. 
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1p1 AcMncotl nnd Proffliilnnol 



DIVISION OF COMMUNITY COLLEGES 
FALL ENROLLMENT HEAOCOUNT BY AGE GROUPS 
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DIVISION OF COMMUNITY COLLEGES 
, FALL ENROLLMENT HEAOCOUNT BY AGE GROUPS 
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SECTION 14 

ANNUAL HEADCOUNT REPORTS 
{AA-1, EA-3) 

This section contains those reports and instructions dealing with annual enroll- 
ments and terminations. The AA-l/EA-3 Series provides information about PR0GRW1 
ENROLLMENTS AND TERMINATIONS. Each report in this series is listed and identified 
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t Identification 


Report Name 


AA- 


■lA 


Program Enrollments and Terminations 

{Advanced and Professional, Occupational Programs) 


AA- 


■IB 


Undecided Enrollments 


AA- 


•tc 


Supplemental and Apprenticeship Enrollments 


AA- 


-ID 


Special Sections Enrollment (Vocational) 


AA- 


-IE 


First-Time-In-College, Early Exit, GED Students 


EA- 


-3 


Developmental, Community Instructional Services, 
Other Personal Objectives Enrollment 
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PROGRAM ENROLLMENTS AND TERMINATIONS 
AA-IA 



Purpose of the Report 

The purpose of this report is to provide a program-by-program accountinc) of 
student enrollments and terminations. The college should prepare a separate 
form for each program of study offered by the college. This information is 
used by the Division of Community Colleges to prepare reports for the Depart- 
ment of Education (Division of Vocational Education) and Legislature, and to 
prepare Federal and regional reports for each college. These reports include 
Office for Civil Rights (OCR) Fall Enrollment and Compliance. Higher Education 
General Information Survey (HEGIS) Earned Degrees, and Vocational Education Data 
System (VEDS), 

General Instructions 

Time Frame Covered by the Report - The data for this report are for the 
prior Academic Year which begins with the Fall semester and ends with 
the completion of the Summer semester. 

Due Date for the Report - Refer to the Chart of Reports in Section K 

Definition of Program Study - This is a group or combination of related 
courses, self contained classes, or instructional units organized for the 
attainment of specified educational objectives. Each program must be re- 
ported on a separate form so that the Division can complete the required 
Federal reports. Programs designed for transfer (or university parallel) 
purposes may be considered one program for this report. However, it is 
preferable that these programs be identified to one of the other eight 
clusters indicated on page A vocational preparatory program consists 

of a course or a group of related courses and instructional activities 
through which students can achieve the competencies required for entry into 
an occupation or a cluster of closely related occupations. The college 
must obtain the program objective of each student each time he or she 
registers. Procedures should be developed by each college to obtdin an 
accurate statement of student intent. Those students who have demonstrated 
no intent to complete a curricular program offered by the college, but who 
are taking credit courses to satisfy their personal objectives should be 
reported on the EA-3 report form as ''Other Personal Objectives Enrollment'*, 

For the purpose of this report, do not include as a program of study those 
supplemental courses offered by the college. These courses are primarily 
designed for job skill updating and retraining of those persons already 
employed in the field and these should be reported on the AA-IC report. 

A separate special form (AA-IB) has been included for those students that 
have not decided (Undecided) on the program of study which they will pursue 
or have not been accepted into a limited access program (e.g,, dental hygiene). 
Do not include A. A. degree seeking students who have not selected a major. 
These persons should be included in 1.19 General Degree Transfer. It 1s 
important to note that this form does not provide for '^Completions'* since each 
graduate (completer) must be identified with a program of study. 



14,2 



Now Programs, f Vocj rtim Cfionfjos> Prorj rani [)e]_Gt:ians - "rhc5>o iicLionr^ shnuM 
bo reporUKl on tho^ AA-IA" fonirwft h iip proprla tc nota t ion to imlictito tin: 
kind of action. When thDr>D take place at ofhcr than initial iiubuiir^siini 
of the AA-IA reports, a letter of explanation should accompany. 

Detail Instructions 



Program Infor^mation - Top Portion of the Form 

Program Code - This is the eight digit code which identifies eoch program 
offered by the college during the academic year being reported. These codes 
are found in the Community College Information Classification Structure. 
Refer to the documentation in Appendix A of the CC MIS Procedures Manu al 
to verify coding or to assign codes to new programs. 

Program Title - This is the title which the college uses for the program. 
Note that the Program Code and Program Title shown in the Program Inventory 
printout will be used until a change is submitted. 

New Program - Indicate "X" if yes. Ignore* if not a new program. This 
will provide information about the number of new programs initiated by the 
colleges. 

Correction - Indicate *'X'^ if yes. Ignore, if not a correction. This data 
i tern wil 1 facil i tate program change* 

Occupational Program Type - An occupational program is one designed to pre- 
pare persons for immediate employment in an occupation (including homemaking). 
There are two levels of occupational programs offered in cormnunity colleges* 



Post-secondary Technical (courses and programs of study) - This 
includes programs of study and their related courses designed to 
prepare persons for employment at the technical level which is 
between that of the skilled and the professional. These are 
usually two-year programs of study made up of college level credit 
courses which are, for the most part, transferable* 

Post-secondary Skilled/Semi-skilled (courses and programs of study) - 
This includes programs of study and their related courses designed 
to prepare students for employment at a semi-skilled or skilled 
level which is between that of the unskilled and the technician. 
These are usually clock-hour or institutional credit programs and 
courses* 



namely; 
A, 



Program Length - Enter the number of Semester Credit Hours or Clock Hours 
required to complete the program* 

Completion Award Type - Check the appropriate award type based on the 
definitions provided below even though your college may use a different 
ti tie for a degree or certificate; 

A, Associate in Arts - An award certifying the completion of a two- 
year lower division undergraduate program of study which is 
applicable to a bachelors or advanced degree* 
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IL A^ isoclate in Science Degree - An award certifying tho cnniplotion 
of a two-year tecnnlcal program of study* In some cp^os studcMits 
completing these programs transfer to a university co complete a 
higher level degree in the field. Therefore, the AS degree is not 
necessarily a terminal degree. 

C. Technical Certificate - An award certifying the completion of 
technical programs of study consisting principally of the pre- 
scribed specialized courses in the program area. These are 
programs which usually consist of one academic year of full-time 
study. 

Associate In Applied Science - An award certifying the completion 
of a two-year SKilled/semi-skilled program of study. 

C ertificate of Applied Sciences - An award certifying the completion 
of a vocational program of study which is usually of a duration 
longer than one term (semester), but less than two years of full- 
time study. 

F. Certificate of Training - An award certifying the completion of 
a vocational program of study which Is one term (semester) , or 
less of full-time study. 

Column Heading Instructions 

The columns of the report provide for a distribution by sex and race for certain 
information items. This information Is required for the OCR Earned Degree report 
and also is used as a part of the compliance report for the State plan. 

Non-Res ident Alien - A person who Is not a citizen of the United States 
and who is in this country on a temporary basis and does not have the 
right to remain indefinitely. Resident aliens, non-citizens who have been 
lawfully admitted for permanent residence (and who hold a "green card" 
Form 1-151), are to be reported in the appropriate racial/ethnic categories 
along with United States citizens. Non-resident aliens are to be reported 
separately. In the columns provided, rather than in any of the five racial/ 
ethnic categories which follow. 

Black, Nqn-Hispanic - A person having origins in any of the black racial 
groups of Africa (except those of Hispanic origin). 

American Indian or Alaskan Native - A person having origins In any of 
the original peoples of North America, and who maintain cultural identifi- 
cation through tribal affiliation or community recognition. 

Asian or Pacific Islander - A person having origins in any of the original 
peoples of the Far East, Southeast Asia, the Indian Subcontient, or the 
Pacific Islands. This area includes, for example, China, Japan, Korea, the 
Philippine Islands, and Samoa. 
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Hispanic - A person of Mexican, Puerto Rican, Cuban, Central or South 
American, or other Spanish culture or origin, reaardless of race, 

V Jhite> Non-Hispanic - A person having origins in any of the original 
peoples of Europe, North Africa, or the Middle East (except those of 
Hispanic origin). 

Racial/ethnic designations as used in this survey do not denote scientific 
definitions of anthropological origins. For the purpose of this report, a 
student may be included in the group to which he or she appears to belong, 
identifies with, or is regarded in the community as belonging. However, no 
person may be counted in more than one racial/ethnic group. 

The manner of collecting the racial/ethnic information is left to the discretion 
of the institution provided that the system which is established results in 
reasonably accurate data. One acceptable method is a properly controlled system 
of post-enrollment self-identification by students. If a self-identification 
method is utilized, a verification procedure to ascertain the completeness and 
accuracy of student submissions should also be employed where feasible. In order 
to provide reasonably accurate data, the institution may require students to 
complete a questionnaire and/or identify themselves by name or otherwise when 
providing information. The fact that the information is being gathered in 
compliance with Title VI of the Civil Rights Act of 1964 and Title IX of the 
Education Amendments of 1972 may be disseminated in the manner and to the 
extent that the institution deems appropriate. 

Row Heading Instructions 

- 1 . Unduplicated Count of Student Enrollments in the Program During the 

AcadCTic Year - To obtain the unduplicated headcount for each program, 
use the most recent statement of each student's program objective or 
intention. Students who have not been admitted into a limited access 
program should be included on the special Undecided form along with 
those students who have not selected a program, 

lA. Cooperative Students (Unduplicated) - Include in this section 
unduplicated enrollments of students reported in row 1 in a 
program of vocational education who, by written (and on file) 
cooperative arrangements between the school and employers, 
are employed and receive compensation, and receive instruc- 
tion, including required academic courses and related vocational 
instruction by alternation of study in school with a job in any 
occupational field. However, these two experiences must be planned 
and supervised by the school and employers so that each contributes 
to the person's education and his or her employability. Work 
periods and school attendance may be on alternate half days, full 
days, weeks, or other periods of time in fulfilling the cooperative 
program, 

2 . Nuinber of Students Who Completed the Requirements to Earn a Degree or 

Certificate During the Academic Year - "Completed the Requirements'^ means 
a studt:nt finished a planned sequence of courses, services, or activities 
designed to meet either a vocational occupational objective and obtained 
entry-level job skills or a program designed for transfer (university 
paral lei ) . 
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Remaining Columns 

Number of the Total Who Are High School Students - Refers to persons 
declared by the institution to be at the 11th- and 12tn-fjrade levels who 
are enrolled in vocational preparatory programs for which credit is given 
toward a high school diploma . 



Special Needs 
thr 



. Report in this Section counts of persons in columns one 

irough twelve who can be identified as handicapped, of limited English 
proficiency or disadvantaged (economically or academically) i:'>ing the 
definitions below WHETHER OR NOT SPECIAL SUPPORT SERVICES ARE BEING PRO- 
VIDED QY VEA (Vocational Education Act) FUNDS TO SUCCEED IN THE VOCATION- 
AL EDUCATIONAL PROGRAM, A person should be reported in each category for 
which he or she has a special need. If a person has all three special 
needs, he or she is reported once in each category. 



Definitions 

Handicapped - Refers to a person who has a physical or mental impairment. 

Limited Engl tsh Proficiency - refers to any meniber of a national origin min- 
ority who does not speak and understand the English language in an in- 
structional setting well enough to benefit from vocational studies to the 
same extent as a student whose primary language is English, Sorne examples 
of national origin minorities are persons of Spanish, Chinese, or Italian 
heritage* The chief adnlnlstratl ve official shall determine the method 
and the staff persons responsible for making the Identification, Oper- 
ationally, for example, enrollment In English as a second language 
could be used as a proxy here. 

Disadvantaged - means persons (other than handicapped) who meet the following 
aefiMtions: 

"Economically disadvantaged'' refers to any of the following; 

(1) Family income is at or below national poverty levels 

(2) Participant or parent(s) or guardian of the participant is 
unemployed, 

(3) Participant or parent of participant is recipient of public 
assistance, or 

(4) Participant is Institutionalized or under StAte guardianship. 

Operationally, economic disadvantage can be determined by reporting students 
who are participating in BEOG's or similar financial aid or work-study pro- 
gram, 

"Academically disadvantaged" refers to persons who; 

(1) Lack reading or writing skills, 

(2) Lack mathematicall skills, or 

(3) Perform below grade level. 
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operationally, acadomic disadvantacje can bo clctorminod by roportlny students 
enrolled in remedial instruction or on academic probation. 



NOTE : While it is not necessary to identify program leavers on the AA-IA, it 
will be necessary to conduct follow-up on leavers as part of the AA-2 and AA-4 
requirements* Tfierefore, provisions should be made to identify leavers as 
they are defined 1n the AA-2 instructions in Section 16* 



DIVISION OF COHMUNITV COLLEGES 
PROGRAM ENROLLMENTS AND TERMINATIONS 

ACADEMIC YEAR: 



Program { ICS) Code: 

Program TUlc:_ 

Now Program: 

Co 1 1 cge : 

Campus : 

CORRECTION: 



Occupational Program Type: 

Post*&ecom*«fry Technical 
Post-Secondary Ski lled/Seml-skil led 



Program length: 

Semester Credit Hours 

Clock Hours 



Completion Award Type: 
_Associate tn Arts ^Associate of Applied Science 



^Associate in Science 
Technical Certificate 



^Certificate of Applied Science 
Certificate of Training 



Data Categories 



Non- 
Resident 
Allen 



Asian 
or 
Pacific 
Islander 



American 
Indian or 
Alaskan 
Native 



Black (Not 
of Hispanic 
Origin) 



Hispanic 



White (Not 
of Hispanic 
Origin) 




TOTAL 



Number of 
the total 
who are 
high school 
students 



SPECIAL NEEDS 



Handi- 
capped 



Limited 
English 

pro- 
ficiency 



Disad- 
vantaged 



1. Undapllcated count of 
students enrolled in the 
program during the academic 
year. 



lA* Of the above* the number 
who are cooperative students 



Number of students who 
completed requiretnents to 
earn a degree or certificate 
during the academic year 



AA-IA 



Prepared by: 



•/^ k >V Dvp<Hl(>Mnl ol tclucadon 
If Tallnh.iiMB. Fluiltlii 
^ Rilph D, TurKnolon. CiwiKtKiitojtof 
An Riluol opiKJrlunily nniplovoi 



Protjram Titit;; 



UNDECIDED 




DIVISION OF COMMUNITY COLLEGES 
UNDECIDED ENROLLMENTS 

Academic Year; 



College:- 



NOTEr THIS PART OF THE REPORT INCLUDES ONLY THOSE STUDENTS WHO HAVE NOT REPORTED A PROGRAM OF 
STUDY OR HAVE NOT BEEN ADMITTED TO A LIMITED ACCESS PROGRAM. 

DO NOT INCLUDE A. A. DEGREE STUDENTS. STUDENTS WAITING TO ENTER A LIMITED ACCESS PROGRAM WILL BE PLACED IN 
THE APPROPRIATE VOCATIONAL CATEGORY. 





Al ten 


Asijn or 

Pactft, 

Hl^ndcr 


fliiicricdn 
Indfiin or 
Ala^Kdn 


UUck (Not 
of HUpanic 
Origin) 


HiSpanfC 


WhitQ ((^ot 
of fMspanic 
Origin) 


TOTAL 


Number of 
the Total 
Who Are 
High School 
Students 


SPECIAL nCEOS 


Hdndi * 
capped 


English 

Pro- 
f ic iency 


Disad. 
vaotagf^d 


h *>r|.,| ll? 








1 f^rn^i i 


rid le 


\ e 


^i^e 


reditSTc 








K99 Undecided 
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Prepared by:- 



Date Prepared: 



Supplemental and Apprenticeship 
Course Enrollments 
AA-IC 



Purpose of the Report 

This report is used by the Division of Community Colleges to meet VEDS reporting 
requirements relative to apprenticeship enrollments- The data is also entered 
into the Community College Management Information System so that it can be used 
along with other occupational enrollment data to respond to specific requests. 

Instructions and Definitions 

Course Categories - These are the same categories used for occupational 
programs in the Community College Information Classification Structure* 
In this report relate each course to the appropriate category. 

Supplemental Course Enrollment - Enter the number of students who enrolled 
in courses that were organized for the purpose of upgrading persons who are 
currently, or who have been previously, employed in the occupational field* 
Students enrolled in more than one course category will be reported as an 
enrollment in each* 

Apprenticeship Course Enrollment - Enter the number of students who have 
enrolled in a course providing occupational preparation for skilled trades 
as authorized by State and Federal legislation and usually conducted under 
the auspices of a joint apprenticeship committee representing labor, 
management, and the school* 
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DIVISION OF COMMUNITY COLLEGES 

SUPPLEMENTAL 
and 

APPRENTICESHIP 
COURSES ENROLLMENT 
(ANNUAL) 



ACADEMIC YEAR: COLLEGE: 





ICS 

COOE COURSE CATEGORy 


Enrollment in 
Supplemental Courses 


Enrollment in 
Apprenticeship Courses 


Fcmnio | Male 


Female Male 


AGRICULTURE 


1.21.0100 Agriculture Production 










1,21.0200 Agricultural Supptiet/Servtcci 




1,21,0300 Agricultural MecharJci 








1.21,0400 Agricultural Products 






1.21,0500 Ornamental Horticulture 






1,21.0600 Agricultural Reiourcei 


1,21,0700 Forestry 








1,21,9900 Other Agriculture 










TOTAL AGRICULTURE ^ 






OlSTRIBUTIVE 


1,22,0100 Advertising Services 










1,22,0200 Apparel and Accessories 










1,22,0300 Automotive (Sales^ 










1,22,0400 Finance and Credit 










1,22,0500 Floristry ^ j 










1,22,0600 Food Oistribution 










1,22,0700 Food Services 










1,22,0800 General Merchandise 










1,22,0900 Hardware, Building Materials, Etc, 










1,22,1000 Home Furnishings 










1.22,1100 Hotel and Lodging 










1,22,1200 Industrial Marketing 










1,22,1300 Insurartce 










1,22,1400 International Trade 










1 ,22,1 500 Personal Services 










1 ,22,1600 Petroleum 










1,22,1700 Real Estate 










1,22,1800 Recreational and Tourism 










1,22,1900 Transportation 










1,22,2000 Retail Trade 










1,22,3100 Wholesale Trade 










1,22,9900 Other Oistributive 










TOTAL OlSTRIBUTIVE 










HEALTH 


1 ?3,0100 Dental 










1,23,0200 Medical Laboratory Technology 










1,23,0301 Associate Degree Nursing 










1,23,0302 Practical (Vocational^ Nursing 










1,23,0303 Nursing Assistance (Aide^ 










1,23,0304 Psychiatric Aide 










1,23,0305 Surgfcal Technician 










1,23,0306 Obstetrical Technician 










1,23,0300 Other Nursing 










1,23,0400 Rehabilitation 










1,23,0800 Radiologic 










1,23,0600 Opthalmic 










1,23,0700 Environmental Health _ 










1,23,0800 Mental Health 










1,23,0900 Miscellaneous Health Education 










1,23,9900 Other Health Occupations 










TOTAL HEALTH 
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\ SUPPLEMENTAL 

and 

APPRENTICESHIP 
COURSES ENROLLMENT 
(ANNUAL) 

ACADEMIC YEAR:__ COLLEGE: — 



1 

ICS \ 
CODE COURSE CAJEGORV 


Enrollment in 
Supplemental Courses 


Enroll mont in 
Apprenticeship Courses 


Female 


Male 


Female 


Male 


HOMEMAKINQ 










124,0101 Compr«hensiv« Homemaking 










1,24.0102 Child Development 




1.24,0103 aothing and Tektllei 








1,24.0104 Consumer Education 










1,24,0105 Family Health \ 










1,24.0106 Family Relationi 










1.14.0107 Foods and Nutrition 










1.24.0108 Home Management 










1.24.0109 Housing and Home Furnishings 










1.24.0100 Other Homemaking 










TOTAL HOMEMAKINQ 










OCCUPATIONAL PREPARATION 


1.24.0201 Care and Quidanc4 of Children 










1.24.0202 Clothing Mgt., Product. 6t Serv, 










1.24.0203 Food Mgt.. Product. 6t Services 










1.24.0204 Home Furnishingsi Equip, 6t Serv. 










1.24.0205 Instit, 9i Home Mgt, 6t Serv. 










1.24.0200 Other Occupational Preparation 










TOTAL OCCUPATIONAL PREP. 










OFFICE 1 


1.25.0100 Accounting 1 










1.25.0200 Business Data ProcJ Systems 










1.25.0300 Filing, Off.Mach., Clerical Occup. 










1.25.0400 Information Communication 










1.25.0500 Materials Support , 










1.25.0600 Personnelrand Training"-^ 










1.25j0700 Stenographic and Secretarial 










1.25.0800 Supervisory and Admin. Mgt. 










1.25.0900 Typing 










TOTAL OFFICE 










TRADE 6t INDUSTRIAL 


1.26.0100 Air Cond. 6t Environ. Control 










1.26.0200 Appliance Repair 










1 .26.0300 Automotive Services 










1.26.0400 A¥iation Occupations 










1.26.0500 Blueprint Reading 










1.26.0600 Business Machine Maintenance 










1.26.0700 Commercial Art 










1.26.0800 Commercial Fishery 6t Oceanographic 










1.26.0900 Commercial Photography 










1.26.1001 Carpentry 










1.26.1002 Electricity 










1.26.1004 Masonry 










1.26.1007 Plumbing ft Pipelining 










1.26.1000 Other Constr.St Main. Trades 










1.26,1100 Oistddfal Services 










1.26.1200 Diesel Mechanic ' 










1.26.1300 Drafting and Design 




— ^ 






1.26.1400 Electrical 










1 .26.1 500 Electronics 











ACADEMIC YEAR: 



SUPPLEMENTAL 
and 

APPRENTICESHIP 
COURSES ENROLLMENT 
(ANNUAL) 

COLLEGE: 



ICS 

COOE COURSE CATEGORY 


Enrollment in 
Supplemental Courses 


Enrollment in 
Apprenticeship Courses 


Fomaln 


Main 


Female 


Male 


TRAOE & INDUSTRIAL Com. 










126.1600 Fabric Maintonanco Sorvices 










1.26J700 Foremanihip Supvr. & Mgt. Devel. 










1.26.1900 Graphic Ar» 










126.2000 Industrial Atomic Enorgy 










1.26.2100 Instrument Maint. & Repair 








1.26.2200 Maritime Occup^itions 








1.26.2300 Metal Working 










126.2400 Metallurgy 










126.2601 Barbering 










1.26.2^02 Cosmetology 










126.2700 Plastics Occupations 










126>29Q0 Quantity Food 










1.26.3100 Small Engine Repair 










126^3200 Stationary Energy Sources 










126.3300 Textile Production and Fabrication 










1.26.3400 Leatherworking 










126.3500 Upholstering 










126.9900 Other Trade and Industrial 




















TOTAL TRADE & INDUSTRIAL 










PUBLIC SERVICE 


1.27.0100 Fire Science 










127.0200 Law Enforcement 










1.27.0300 Education (Teacher Aide) 










1.27.0400 Library 










1.27.0500 Audio visual iMulti Media) 










1.27.0600 Recreation 










127,0700 Social Service Work 










1.27.0800 Public Administration 










1.27.0900 Urban, Rural & Comm. Oewel.Ser. 










1.27.1000 Resources Management Services 










1.27.9900 Other Pktbtic Service 










TOTAL PUBLIC SERVICE 










TOTAL SUPPLEMENTAL AND APPRENTICESHIP 
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Prepared By: 



President's Signature: 



. Oate: 



ERIC 



AA--1C 
Rev. 8/1/79 
Page 3 of 3 



14 




State of Florida 
it Department of Edocation 
Tallahassee, Florida 
Ralph D. Torlington, Commissioner 

dn eaual oPOorlumty emplov-er 



INSTRUCTIONS 
FOR 

SPECIAL SECTIONS REPORT 
M-10 



Purpose of the Report 

The purpose of this report is to account for those students who are enrolled in 
the following types of programs: 

(1) Special Vocational Programs 

(2) Special Funded Vocational Programs 

(3) Programs for Persons with Special Needs 

(4) Programs of Special Legislative Purpose 
Instructions and Definitions 

SECTION 1 - ENROLLMENTS IN VOCATIONAL EDUCATION PROGRAMS 

Column (b) * Enter total enrollments in the special program* 

Column (c) * Enter number of female students enrolled. The number of 
male students will be the difference between the total and number 
of females* 

Columns (d) and (e) * Enter enrollments for secondary and post-secondary 
levels* The sum of columns (d) and (e) MUST equal column (b), 
NOTE: Columns (f) through (j) are not aPpTTcable* 

A, Secondary - High school youths in grades 7-12, 

B, Post- secondary - Persons who have completed or left high 
school and who are enrolled in an organized program of study 
in preparation for entering the labor market, 

SECTION 2 - ENROLLMENTS IN SPECIAL FUNDED VOCATIONAL EDUCATION PROGRAMS, BY LEVEL 

Report the number of students who were served in programs which received special 
funds. This is a duplication of enrollments reported on another AA-1 report; 
hence, the parentheses* 

Columns (b) through (h) - Report the number of students in each column as 
applicable. 
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SECTION 3 - ENROLLMENTS OF PERSONS WITfl SPECIAL NEEDS BY LEVEL 



Lines 1 and 2 - Break out the total nunibor of students enrolled in all pro- 
grams who are classified as disadvantaged or handicapped and received special 
services* This is duplication and does not equal the total* 



A. Disadvantaged - Persons who have academic, socioeconomic, cultural, 
or other handicaps (excluding physical or mental) that prevent them 
from succeeding in regular vocational education or consumer and home- 
making programs designed for persons without such handicaps and whu, 
for that reason»required specially designed educational programs or 
related services. 



B. Handicapped - Persons who are mentally retarded, hard of hearing, 
deaf, speech impaired, visually handicapped, seriously emotionally 
disturbed, crippled, or other health impaired persons who by reason 
of their handicap, cannot succeed in a regular vocational or consumer 
and homemaking program designed for persons without such handicaps 
and who, for that reason, require special educational assistance or 
a modified vocational or consumer homemaking education program. 

Columns (b) through (j) - Report the number of students in each column as 
appl icable. 

SECTION 4 - SPECIAL NEEDS ENROLLMENTS BY TYPE OF It^STRUCTIONAL SETTING 

Report here data on students identified in the last three columns of the 
AA-IA. Report each student only once, by the type of instructional 
setting of the vocational education program in which he or she is enrolled 
by handicapped, disadvantaged (110 and 140 refer to sections of the law that 
provides the funding) and limited English proficiency. The instructional 
setting of the program should be indicated as Mainstream/no support. Main- 
stream/support (from VEA funds) or Separate. 

Definitions : 

Mainstream/No Support Program is one that is conducted in an integrated setting, 
i*e,, students having special needs together with students not having special 
needs* A student having special needs should be reported in a mainstream/no 
support program if that student experiences full participation in a mainstream 
vocational education program where no additional VEA funds are provided to assist 
the student* 



Mainstream/Support Pro g ram is one that is conducted in an integrated setting, i,e,, 
students having special needs together with students not having special needs. A 
student having special reeds should be reported in a mainstream/Support program if 
that student experiences ^^ull participation in a mainstream vocational education 
program where ADDED SUPPORT SERVICES ARE PROVIDED BY VEA FUNDS TO ASSIST THE STUDENT, 
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j;rofjnim - roforr^ to a ijro<|rt»ii In which thu ijcrson with special ncjeds it\ 
rru^nnfifi at a regular r,(:hool or ;icparatc Institution in a vocational fjclucation 
pT'ofiram whcrr: tht? onrollnicnt ir> linHtcd to handicapt)<;d , disadvantafjLHi or limited 
Irujlish prnficioncy ptn'oon^* Aloo includL' voctitlonal education program activiti^^s 
iJn^vidr-d for ther^e st:udent'J in hospitals or at the student's home. 

U)v inaiir.trLMni/bupport and ooparatc programs* report person'j with special need^ 
whn mort tin? requircnientG under the law for the three special needs catucjories 
(h.ind i(:ap;)e(t , limited English proficiency and disadvantaged) who by reason thereof: 

(t) Require and received spocial education assistance and rfjiated 
services and, 

[2) Cannot succeed in the regular vocational education program without 
''jpocial educational assistance; or 

[3) Require a modified vocational education program. 

Tlio term *'special educational assistance'* includes specially designed instruction* 
tfMChers' aides to support classroom or lab instruction, taped texts^ interpreters 
or other effective methods of niakinq orally delivered materials available to 
students, classroom equipment adapted for use by students with manual impairments, 
and other similar services and actions, as well as facility modifications. 

The term "related services*' includes transportation and such developmental, 
corrective and other support services as are required to assist a handicapped 
person to benefit from the vocational education program; such services include 
speech pathology and audiology, psychological services* physical and occupational 
therapy, recreation, counseling services, and medical services for diagnostic or 
evaluation purposes. 



SECTION 5 - ENROLLMENTS BY LEGISLATIVE PURPOSE 

Report here data on enrollments on the AA-IA by legislative purpose. ONLY 
SPECIAL SERVICES BEING PROVIDED UNDER THE STATE PLAN are to be reported 
here. Report here the number of students benefitting from the specified 
Section 120» 130, and 150 expenditures for work-study, support services for 
women, day care services, and vocational education for displaced home- 
nakers. 



Dof in itions : 

Vocational Education Work-Study may be furnished to a student who has been 
accepted or is enrolled full-time and is in good standing in an approved vocational 
education program; is in need of the earnings to begin or continue his or her 
vocational program; is at least 15 years of age and less than 21 years of age 
at the onset of employment, and can maintain good standing in- school while employed 
is employed for no more than 20 hours in any school week; is paid no more than the 
prevailing rate for similar duties; and is employed by a public or nonprofit 
private agency or institution. 
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Support Services for Women who enter vocational education programs designed to 
prepare individuals tor employment in jobs which have been traditionally limited 
to men including counseling, job development, and job follow-up support to over- 
come the barriers which women face in working in non-traditional areas, 

Day-Care Services shall be for the purpose of providing appropriate care and 
protection of infants, preschool and school-age children in order to afford students 
who are parents the opportunity to participate in vocational education programs. 
Such day-care services shall be governed by the Federal Interagency Day Care Re- 
quirements (45 CFR Part 71), 



Vocational Educatlrn Programs for Displaced Homemaker!> ^M td Other Special Grou ns 
can be funded to assess and meet the needs of these special groups. The prograr 
shall include organized educational programs to prepare these persons for employ 
special cojrses preparing these individuals in how to seek employment, and the 
provision of placement services for the graduates of these programs. 
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DIVISION OF COMMUNITY COLLEGES 

SPECIAL SECTIONS REPORT Colloooi 

Proparod by: . 



SECTION 1 • ENROLLMENTS IN VOCATIONAL EDUCATION PROGRAMS 













ADULT 






PROGRAMS 


TOTAL 


FEMALE 


S£CONO< 
ARV 


POST 
SECOND- 
ARY 


PREPARA- 
TORY 


SUPPLE* 
MENTAL 


APPREN* 
TICE 
SHIP 

{h) 


COOPERA* 
TIVE 


COMPLE' 
TIONS 


(il 


{b) 


ic) 


(d) 


(f) 


(ft) 


10 


ii) 



99.0302 Individual Manpower Train, SVs, (IMTSt 
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SECTION 2 - ENROLLMENTS (N SPECIAL FUNOEO VOCATIONAL EOUCATION PROGRAMS, BY LEVEL 



L Compiehensive Employ, Training Act (CETAt 


1 ) 


( _1] 


( 1 


( ) 


( ) 


{ )|{ 1 
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1 Migiant Education IFedeial, State) 


1 1 


1 t 


1 ) 


( ) 


1 t 
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SECTION 3 - ENROLLMENTS OF PbrlSON WITH SPECIAL NEEOS, BY LEVEL 



1 Disadvantaged |l )|l )]( 1 


1 ) 


( ) 


{ ) 


( ) 


{ ) 


( ) 


I Handicapped [( )[{ ) 


( ) 


< 1 


{ ) 


( ) 


( ) 


( I 
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State of Florida 
Oepartnient of Education 
Tatlaha^see, Florida 
Rarph D. Tufhn<jton, Commiiiionflr 
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DIVISION OF COMMUNITY COLLEGES 
SPECIAL SECTIONS REPORT 



SECTION IV - Special Needs Enrollments by Type of Instructional Setting 



Type of Setting 


Handicapped 


Disadvantaged 
110 


Disadvantaged 
140 


LEP 


4a1nstream/No Support 




t**************-***********-* ***** r 

tmm************^*** ************* 9 

lit^^t******^** ***************** r 


*ti******'*********'**tt********* 

timttt****************^^^* ******* 


***i**t*ftt******itti«******^^t*» 

***Tt***lttt*****41f*««***44>**** 
*t**t*m**tt******^**r^^^*^*'***** 


Mainstream/ Support 










Separate 










TOTAL 




,at*tt4*********** ****** ********** 
nita^t^************** ***********' 
^tm*^t ************ *********i*****' 
^tfW^tt**^**^4********^***t^tt*i*' 
[ll.i.ft.fW^*^*** ********* ********' 
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SECTION V - Enrollments by Legislative Purpose 



Participants by Legislative Purpose 


TOTAL 


Work Study (Include only programs provided for by vocational furding) 




Support Services for Women 




Day*Care Services 




Vocational Education for Displaced Homemakers 





AA-ID Return to: Bureau of Research and Information Systems 

Division of Community Colleges 
D^artment of Education 
Tallahassee, Florida 32301 
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DIVISION OF COMMUNITY COLLEGES 



ANNUAL ENROLLMENT REPORT 

FIRST*TIME-IN-COLLEGE 
EARLY EXIT, G*E*D* STUDENTS 

ACADEMIC Y£ARt COLLEGE: — 



INSTRUCTIONS 

Enter the heodcount of the total number of first time m colloye oarly e?tit G.E.D. students who are onrolletJ in programs leading to a 
degree* certtftcatc or other formal owariJ. 

DEFINITIONS 

First-Tin>e.tn-Colleqe - a student who has not attended any college prior to the current academic V^ar- 

Early E?cit G.E.D. - a student who completed high school early by taking and passing the General Educational Development (GED) 
Tests- Students who legally have dropped out of high school or who are entering from an adult high school program are not to be 

indlsisiSisL 

Programs Leading to a Degree. Certificate or Othef Formal Award - a student who is enrolled on/i^ in a program leading to a degree, 
certificate or other formal award. Do noi include students enrolled in Community Instructional Services or Recreational and Leisure 
Tin>e prograrm. 



Total enrollment headcount of 
first time^n -college early 
e?tit GED students: 



Prepared By: 



President's Signature: 



Date: 



Return to: Bureau Research and Information Systems 
Division of Community Colleges 
Tallahassee* Florida 32301 



lit^ Sut«of Ftorida 



Department of Education 
Tallalm5ce, Florida 

Ritpti D. Turlington, Commissioner ^ ^. 

n equil opportunity employer /J t ) f f 
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INSTRUCTIONS 
FOR 

ANNUAL REPORT OF DEVELOPMENTAL 
AND 

COMMUNITY inSTRUCTIONAL SERVICE ENROLLMENT 

(EA-3) 



Purpose of the Report 

The EA-3 Report provides the annual enrollment headcount of two different 
groups of students. The first group represents those students enrolled in a 
Developmental and Community Instructional Services program. The second group 
represents those students who have no intent to complete a curricular program 
offered by the college, but are taking credit courses to satisfy their personal 
objectives. Further instructions are provided on the EA-3 report form. See 
page 14,22, 
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DIVISION OF COMMUNITY COLLEGES 



ANNUAL REPORT OF 
DEVELOPMENTAL 
and 

COMMUNITY INSTRUCTIONAL SERVICE 
ENROLLMENT 



ACADEMIC YEAR: 



COLLEGE: 



CLUSTERS 


h) Number of ALL 
Studenti Served 


f2) Undupljcated 
Headcount 


DEVELOPMENTAL 
1.31 Compensatory 






1 .32 Adult Elementary & Secondary 






COMMUNITY INSTRUCTIONAL SERVICE (hAOl 
1 .41 Cttiienship 






1.42 Recreational and Leisure Time 






INSTRUCTIONS 

IT) NUMBER OF ALL STUDENTS SERVED - Enter the number of students enroled in each of the program cJusters. This 
number represents the totai number of people ^rved by each cluster. 

(7) UNDUPLiCATED HSAOCOUNT ^ Enter the undopJicated headcount of students, counting each student mONLY one 
program cluster. DO NOT include students that have been counted in either Advanced and Professional or Occupational 
categories. 



OTHER PERSONAL 
OBJECTIVES 
ENROLLMENT 



Enter the number of ^tudenn vvho]do not intend to complete a curricular 
program offered by the college, but who are taking credit courses to 
satisfy their personaf objectives. An e?tamp^e would be a teacher taking a 
course to tie used for renewal of certificate, in which case the teacher is 
not seeking to complete degree or certificate requirements. 




Prepared by: 



President's Signature: . 



Date: 



EA'3 



7; T3ilih*s*.ffPj Florida 
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DIVISION OF COMMUNITY COLLEGES 
NCES 2404-1 TEACHER-STAFF REPORT 
(VEDS) 

Instructions and Definitions 



Introduction 



NCES 2404-1 reports data on staff assignments in vocational education* It 
provides data on all instructional staff by occupational program assignment. 
Consumer and Homemakingl Industrial Arts, and program support and supervisory 
staff covered by the STAtE PLAN FOR VOCATIONAL EDUCATION!. 

The Teacher-Staff Report contains three sections* Section I is a total of all 
the staff involved in vocational education programs during the reporting period* 
These data show undupl icatqd headcounts by total and by female* Section II is 
the unduplicated headcount broken out by racial and ethnic designation of full- 
time staff reported in Section I and Section III is an unduplicated headcount of 
part-time staff assigned to wocational core courses* 

Instructional staff assignments to programs of less than 500 contact hours 
duration ARE to be included*! Non-vocational teacher effort should not be reported 
here* For example, if a student must take math, do not report the effort of the 
math teacher UNLESS the math ^pourse is an integral part of an occupational prepara- 
tion curriculum and the curriculum cannot be understood without the math knowledge* 

Instructions and Definitions for NCES 2404-1 

Sections I and II contain undiplicated headcounts* An UNDUPLICATED COUNT reports 
an individual once only regardless of the number of programs assigned to that 
person during the reporting year* Persons who teach and also have supervisory 
assignments shall be reported once and once only on the fonn. Report the persons 
in the assignments with the most clock hours* For example, a chairperson of a 
health occupations program at a vocational college may teach a course 20 percent 
of the time and supervise the ^ealth occupations instructors 80 percent of the time. 
This person would be counted only in the Program/Supervisory row for Sections I and 
II* If the instructional and supervisory assignments are equal in clock hours, then 
report the person as instructional staff in the appropriate instructional program. 

SECTIOfJ 1 Provide an unduplicated count of all full-time instructional 

(Page 1) staff, program support staff, and program supervisory staff 

who were employed during the reporting year (regardless of 
the duration of that employment), by total and by female. 
There are 12 categories under Occupational Preparation program 
assignment* The two-digit OE code is used for each program 
area, and all six-digit program assignments are to be collapsed 
and reported under the two-digit OE code* If an instructional 
staff person is not assignable to a two-digit program area, 
classify that person in the "Other NEC" (Not Elsewhere 
Classified) category* 
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If a staff person has both supervisory and instructional 
assignments, report the person once only against the 
assignment with the most clock hours. If, however, the 
supervisory assignment does not relate directly to the 
supervision of vocational education programs--as , for 
example, in the case of a teaching vice-principal whose 
time is equally divided between teaching and supervision-- 
then report the person as a teacher. 

Definitions : 

An Unduplicated Count means all staff shall be reported once and only once in 
Section I and once in Section II, Instructional staff with dual or multuple pro- 
gram assignments shall be reported in the program where the most clock hours of 
instruction are provided during the reporting year. For example, a person teaching 
in a welding program 30 percent of his or her time, and in an agriculture mechanics 
program 70 percent of his or her time, is reported ONCE in 01,00, Agriculture, and 
is reported NOWHERE else in these two sections. 

Program Assignments refers to assignments of all staff to instructional programs 
designed for occupational preparation. All such assignments are reported by two- 
digit OE code. If instructional staff are assigned to a program not classifiable 
in any of the program areas, report those persons in 99,00, ''Other NEC" (Not Else- 
where Classified), For example, a co-op coordinator assigned students in horti- 
culture, distributive education, and auto mechanics is reported in "Other NCE'^ 

(gg,oo). 

Instructional Staff refers to individuals employed for the primary purpose of 
performing instructional activities in vocational education. There are three 
categories of instructional staff to be reported: 

(1) Occupational Preparation Staff are persons who impart competencies 
to students that prepare them for employment (paid or unpaid) in 
specific occupational fields such as Agriculture, Health Occupations, 
Distributive Education, and Office Occupations. REPORT ONLY THOSE 
PERSONS WHO ARE REPORTED IN THE STATE PLAN. 

(2) Consumer and Homemaking Staff refers to those teachers of instructional 
programs that prepare students for the occupation of homemaking. REPORT 
ONLY THOSE PERSONS WHO ARE REPORTED IN THE STATE PLAN. 

(3) Industrial Arts Staff refers to teachers of programs that, among other 
areas, assist individuals in making informed and meaningful occupational 
choices to prepare them for entry into advanced trade and industrial or 
technical education programs, REPORT ONLY THOSE PERSONS WHO ARE REPORTED 
IN THE STATE PLAN. 
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Program/Support roFors to individuals employed for the primary purpor^e oF 
assuring that students benefit from their vocational education proqrams. Included 
in this group are all staff who provide instructional support services to teachers 
or instructors of vocational education programs such as teachers* ^ndcsi remedial 
teachers, signers (interpreters for deaf students), and other such staff. 

Administration/ Supervisory refers to personnel other than teachers who are assigned 
responsibil i ties directly relatinc, to the supervision of vocational education pro- 
grams for one or more of the program areas listed on the form. Include occupational 
deans, vocational directors* program supervisors* department hecids, and other such 
staff. Do not include presidents, vice presidents, generdl administrative staff or 
guidance counselors. 



SECTION II Report here the total unduplicated head count* by self* 

(page 1) identified racial /ethnic designation* all persons reported 

in Section K This section includes instructional staff* 
support staff, and supervisory staff. If a person refuses 
to identify his or her race or ethnicity* use instructional 
identification. 

Definitions : 

Racial/ethnic categories are as follows: 

American Indian or Alaskan Native - A person having origins in any of the 
original peoples of North America, or who maintains cultural identification 
through tribal affiliation or community recognition. 

Asian American or Pacific Islander - A person having origins in any of the 
original peoples of the Far East, Southeast Asia* the Indian subcontinent, 
or Pacific Islands, This includes, for example* China* Japan* Korea* the 
Philippine Islands, Samoa* India* and Vietnam. 

Black* not of Hispanic Origin - A person having origins in any of the 
black racial groups of Africa (excluding Hispanics). 

Hispanic - A person of Mexican* Puerto Rican, Cuban* Central or South 
American* or other Spanish culture or origin, regardless of race- 

White, not of Hispanic Origin - A person having origins in any of the 
original oeoples of Europe, North Africa* or the Middle East (excluding 
Hi spanics) . 

SECTION III Report all part-time staff assignment by two-digit OE code 

using the same unduplicating and assignment rules utilized 
in the previous part. 
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REPORTING PERIOO: 



DIVISION or COMMUNITY COLLEGES 
TEACf/ER-STAFF REfORT 



COLLCGC: 



nCCDPATIONAL PREPARATION 
Pir<1n/Am A<<1 firanPn t 

r T V^I4 will -Tllk Ik 1 IJ ItIIILI 1 Ir 

U^OE ICS 


SECTION I Total Staff j 


SECTION U Total Staff {Unduplicated Head County) Racial/Ethnic Designation] 


SECTION :n 


Ul lUVI \t 1 r Iwfl 

Total 


Female | 


American TndTanT" 
Alaskan Native 


Asian or Pacific 
Islander 


Black 

Not Hispanic L Hispanic 


Uhite I 
Not Hispanic | 


Part'Tlme 


Instruction Staff 




^ — I 










1 




61. (io Agriculture 1,21 


















031.00 Distribution \ ,22 


















07 ,00 Hot\l tn 1 ,23 


















09. Occupational Home Economics 1,2402 


















14,00 Office Occupations i.i?b 




ti 












16.00 Technical i.^/ 
















l/.OO Trade A Industrial 1.26 
















99.00 Other NEC 
































09.01 Consuiner i Homema^^nq 


1 


















jj 










iO.OO Industrial Arts 






























1 1 ' 






Other staff 










Administration/Supervisory 










Program/ Support 




















Totals {Undupl icated) 











Prepared by: Return To: Bureau of Research & Information Systems 

Division of Contnunlty Colleges 

Department of Education 

Tallahassee, Florida 32301 
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SECTION 16 



PLACEMENT AND FOLLOW-UP PROGRAM REPORTS 
AA-2, AA-3, AA-4, AA-5 

Purpose of the Repeats 

The purpose of these reports is to provide placement and follow-up information 
on each program offered by the college. Therefore, separate report forms should 
be prepared for each program. The information collected is used by the Division 
of Community Colleges to prepare reports for the Division of Vocational Education 
and the Legislature, to provide employment supply data for the manpower studies 
conducted by the Department of Commerce and other State agencies, to prepare 
Federal reports for each college, and to monitor the State plan for equal access 
and equal opportunity* 

General Definitions 

The AA-2 report deals with the PLACEMENT of stiJdent completers and leavers (see 
page 16*3). This is a report of the placement of these students who terminated the 
program in the prior academic year either by completing the program or by leaving 
the program* The AA-2 involves the same cohort of students that were reported on 
the AA-IA Program Enrollments and Terminations report on line 2 (completers). 
Thus, line IG on the AA-2 must contain the same number of students as are reported 
on line 2 of the AA-IA report when reporting completers. Reporting is on an 
annual basis for each program (see instructions on Sampling). NOTE: The re- 
quirement for follow-up on program leavers applies only to occupational progFams. 

The AA-3 report deals with the FOLLOW-UP of students who completed degree and 
certificate programs and those who left the program prior to normal completion* 
The purpose of FOLLOW-UP is to collect information from the students and employers 
which can be. used to evaluate the success of a program in achieving its objectives 
and provide a basis for making appropriate changes and updates to the program. The 
information identifies the number of students included in the FoUow-Up studies* 
The findings, conclusions, and uses of the studies are summarized in the AA-3 report. 
This information (AA-3) is reported only for years in which follow-up and/or with- 
drawal studies are conducted. 

Students To Be Included in the Fol low-Up Studies - This includes either all of the 
students who completed the program or a reasonable sample thereof. It is very 
important to note that the Follow-Up Studies do not relate to any particular academic 
year or time frame* but may include students from several different years. The 
numbers reported in this part of the study simply show the number of students in- 
cluded in the studies* The conclusions and findings are included in the AA-3B report* 

Students To Be Included in the Withdrawal Studies - This includes either all of the 
students who withdrew from a program or a reasonable sample thereof. The Withdrawal 
Studies do not relate^to any particular academic year but may include withdrawals 
from a number of'different years. The numbers reported reflect the students studied 
and the results of the study. For the purpose of this report a withdrawal is defined 
in the same manner as a leaver is defined for the AA-2 (see page 16*3). 
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%m\}\\n(j - 11. 1% i)o%r;it)li* to sumplc the ^itutJcnt pltjceincnt survey if the nunihcr □( 
completions in any nne column II^ sufficiently Idrge to allow the drawing of a 
ranJorii sample. One* should u^^e ti v*a(n|)le size largo enough to ^iU|)port a confidence 
lev<M of /JS and ti preci^iion of AVj (^iec the ^ichedule on page 16,5 for pro[)er 
sample si/t:)' I^vt^n though sainpling is used, one ihoul; report according to the 
estimated pnimlation dir>trihution rather than the absolute sampling results, 

Rej)n rti ng Hy C am pu s - Colleges with more than one campus may report by campus or 
on "a coilL^c-wide basis. However, it is necessary that the AA-IA and the AA-2 
reports be done on the sanre basis so that enrollments, completions, and placements 
frorij the two reports can be matched. 

Due Date o_f Report s - The AA-2 and AA-3A reports are due in the office of the 
Division of CommunTty Colleges according to the schedule indicated on the Chart 
of reports in Sect ion 1 . 

I nstru ctions for Completing the AA-2 Placement and Mon-Returninj Students Report 

Separate forms should be submitted for completers and leavers. Check the appropriate 

line in the top part of the form to identify which type student the report represents: 

The following definitions are those data categories on the left hand margin of the 

report : 



1 



PLACEMENT 



This section of the report includes placement data for all students 
who completed the program during the prior academic year and were 
reported in Item 2 of the AA-IA report or who left the program prior 
to completion. We are, therefore, following up on the placement of 
a particular cohort of students. The following are the specific data 
categories: 

A, Employed full-time in field trained or related field - This means 
that the student who completed the program is employed ful 1 -time 
in the field for which he/she was trained or a closely related 
field, 

Al . Total - Total number of students for each column, 

A2- Military only - The number of students in full-time 
military service for each column. 

B, Other Employment (not related field), - This includes students 
who are employed full-time but not in the field for which they 
were trained by the program. It includes those persons who 
completed the General Degree Transfer (A, A,) program, are employed 
full-time, and are not continuing their education* 

Bl , Total - Total number of students for each column, 

B2, Military only - The number of students in full-time 
military service for each column. 



Continuing th* ir education 
tinuing theii aducation* 



This includes those students con- 



lERlC 
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Unemployed - Seeking Employincni (work) - These are 
persons socking employment but a/e currently unemployed 
who are not continuing their education* 

Not in Labor Force - These are persons who are not 
seeking employment and not continuing their education 
for such reasons as death, illness, or by choice . 

Placement Status Unknown - These are the students who 
cannot be located to determine their placement status* 

Total - (same as Item 2 when reporting completers) - This 
is the total of those students who completed the program 
and were reported on Item 2 on the Program Enrollments and 
Terminations Report or who left the program prior to 
completion* It Is also the total of Items A through F 
of this report for each column. These cross-checks should 
be made prior to submitting the report . 

Special Needs Section 

The last three columns refer to the Placement Status of those persons identified 
on the AA-IA as Handicapped, Limited English Proficiency or Disadvantaged. The 
totals on line IG should match the totals on line 2 of the AA-IA for these columns 
when reporting on completers. 

Leavers - For the purpose of the AA-2 and AA-4 reports the term leavers 
is defined as a former student *\..who did not complete the program and 
did not return to enroll in the institution for two consecutive semesters.., 
or who notified the institution of intent not to enroll again in that 
institution prior to program completion,** (NCES 2404-5 and 2404A-7 , Page 3) 
Operationally, leavers are obtained as follows: 

Remove completers from the universe of all enrollments on the 
AA-IA, This gives potential leavers. From this group of potential 
leavers, remove any who are enrolled in the current year's Fall or 
Winter semester. Those remaining are the true leavers and constitute 
the leaver follow-up universe. They include those who transferred to 
another school or between an A S P and vocational program. Thus th^ 
leaver universe cannot be identified until after Winter registration 
of the year following the year in which they were counted as an 
enrol Iment, 



D, 

E- 

F. 

G, 



HroQram Code; 
Proyriim TUIp: 



PLACLHtNT AND FOLLOW-UP REPOJO 



Placement and Follow-Up 



Col lege:. 



Year Covered: 




Prepared by: 
Date Prepared: 



Occupational Program Type: 


Program Length; 


Post -Secondary Technical 
Post-Secondary Skilled/ 
Semi-skilled 


Semester Credit 
hours 

Clock Hours 



Completion Award Type : 

Associate In Srts Associate in Applied Science 

Associate In Science ^Certificate of Applied Science 

Technical Certificate 



_Certif1cate of Training 



Data Categories 



Non- 

Resident 
Alien 



Female? Halg 



Asian 
or 

Pacific 
Islander 



Female Hale 



American 
Indian or 

Alaskan 



Female Hdl£_ 



Black (Not 



of Hispanic 



Orl 



Fonalg Hale 



Hispanic 



Uhlte (Not 
Origi 



of Hispanic 
'nj 



TOTALS 



^Completers 
Leavers 



SPECIAL NEEDS 



Handi- 
capped 



Limited 
English 
Proficiency 



Disad- 



K PLACEMENT 
A. Employed In 

related field 
Al. Total 



A2. HiTUarv Only 



B. Other employment (Not 
in related field and 
not pursuing educa. ) 
R1. Tntfll 



R2. Hilltarv Only 



C. Continuing Education 



Unempl oyed-Seeking 
employment (work) and 
not pursing education 



E> Hot in Labor Force 
and not pursuing 
additional education, 

F> Placement status 
unknown 

G. Total 



AA-2 
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TABLE or MINIMUM SAMPLE SIZES 
CONFIDENCE = 0.9bO PRECISION - 0.050 NO. OF ITEMS - 1 



POP. 


N 


POP. 


N 


POP. 


N. 


POP. 


N. 


1 


1 


36 


66 


2 iO 


1 JO 


(>nn 
cSUU 




2 


2 


37 


34 


220 


140 


050 


265 


3 


3 


38 


35 


230 


144 


900 


270 


4 


4 


39 


36 


240 


148 


950 


274 


5 


5 


40 


37 


250 


152 


1000 


278 


6 


6 


41 


38 


260 


1 bb 


\ luu 




7 


7 


42 


38 


270 


159 


1200 


292 


8 


8 


43 


39 


280 


162 


1300 


297 


9 


9 


44 


40 


290 


166 


1400 


302 


10 


10 


45 


41 


300 


169 


1500 


306 


1 1 


1 1 


46 


42 


31 0 


1 70 
1 / C 


\ bUU 




12 


12 


47 


42 


320 


175 


1700 


314 


13 


13 


48 


43 


330 


178 


1800 


317 


14 


14 


49 


44 


340 


181 


1900 


320 


15 


15 


50 


45 


350 


184 


2000 


323 


16 


16 


55 


49 


360 


lob 






17 


17 


60 


52 


370 


189 


3000 


341 


18 


18 


65 


56 


380 


192 


3500 


347 


19 


19 


70 


60 


390 


194 


4000 


351 


20 


20 


75 


63 


400 


197 


4500 


355 


21 


21 


80 


6/ 


41 0 


1 yy 


3UUU 


1^ 7 


22 


21 


85 


70 


420 


201 


6000 


362 


23 


22 


90 


73 


430 


203 


7000 


365 


24 


23 


95 


11 


440 


206 


8000 


367 


25 


24 


100 


80 


450 


208 


9000 


369 


26 


25 


no 


86 


460 


210 


10000 


371 


27 


26 


120 


92 


470 


212 


20000 


378 


28 


27 


130 


98 


480 


214 


30000 


380 


29 


27 


140 


103 


490 


216 


40000 ■ 


381 


30 


28 


150 


108 


500 


218 


50000 


382 


31 


29 


160 


113 


550 


227 


1 00000 


383 


32 


30 


170 


118 


600 


235 


1 50000 


384 


33 


31 


180 


123 


650 


242 


200000 


384 


34 


32 


190 


128 


700 


249 


250000 


384 


35 


33 


200 


132 


750 


255 


300000 


384 



FOR INFINITE POPULATION. N = 385 
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Instructions for Completing the AA-3A Follow-Up and Withdrawal Studios 

The following definitions are those data categories on the left hand margin of 
the report; 

1, FOLLOW-UP STUDIES 

f^. Number of Students - If a follow-up study was conducted for 
this program during the academic year* report the number of 
students who were foUowed-up, It is important to note that 
this part of the report is completed only when a follow-up 
study is conducted during the academic year being reported, 

2, WITHDRAWAL STUDIES 

A, Number of students contacted through interviews or responding 
to a questionnaire - Report the total number of students who 
responded or were contacted if a withdrawal study was conducted 
for this program during the academic year being reported. The 
sums of Items C» and D below should be equal to or less than 
A, It is important to note that this part of the report is not 
completed unless a withdrawal study was conducted and completed 
during the time frame covered by this report* 

B, Students planning to return - This is the number of students who 
have temporarily "stopped*out" of college but plan to return at 
a later date to continue their education (any college). 

C, Students who feel they have achieved their educational goal prior 
to completing the program - This is the number of students who 
feel that they have achieved their educational goal and have 
entered the labor market, 

D, Students not attaining their educational goal and not planning 
to continue their education - These are students who dropped out 
of the college without achieving their educational goal. 



Instructions for Completing the AA-3B Program Evaluation Report 

The Program Evaluation Report should be filled out by the program manager. 

(This is the person under whose immediate direction the program Is being conducted,) 

Part I consists of two sections^ A and B* Section A is to be filled out by 
program managers both in the vocational area as well as in the transfer program. 
Section A asks program managers to assess the degree to which program entry 



16.6 



coniiiunication and computation compotoncios have been dofinod tind nioasurod at 
the point a student enters o program and at the point a student enters employ- 
ment or transfers to on institution of higher education, Zero (0) indicator, 
no definition or measurement. Two (2) indicates complete definition and 
measurement of conwnunication and computation competencies* Section B (for 
vocational program managers only) asks for an assessment of the definition 
and measurement of the manipulative skills associated with a vocational program 
at the point the student exits the program and enters the occupation for which 
the student was trained* 

Part II of the AA-3B report is also to be filled out by the program managers. 
Part II is an assessment of the process by which programs are changed or 
modified based upon various sources of information* 
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f'rnt|rnm Code 



PLACmCNT AND rollOW^llP HLf'ORT 



Col l(*fje 



CiimPus : 



Yrar Covered ; 



I ^iMi F»iM<Pir 111 I lim 4i 
\A\.,\yKx,r. I li 




Preprtred by 
Diito Prcparo<i ; 



Post -Secondary Technical 

Post -Secondary Skilled/ 

Scmi'Skllled 



Profjriim length : 

Semester Credit 

Hours 

Clock Kours 



Compjetion Award Type : 

_Ar>sociatc in Arts ^Associate irt Applied Science 

Associate in Science Certificate of Applied Science 

^Technical Certificate Certificate of Training 



Data Categories 


Non- 
Resident 
Alien 


Asian 
of 
Pacific 
Islrtnder 


American 
Indian or 
Alaskan 
Native 


Olack (not 
of Hispanic 
Driqin) 


Hispanic 


White (not 
of Hispanic 
Origin) 


TOTALS 




fema 1 e 


Male 


Female 


l^Hile 


Female 


Male 


Female 


Male 


Female 


Hale 


Female 


Male 


Fema 1 e 


Male 


Total 


3. FOLLOU-UP STUDIES 

A. Number of students 
(undupllcated 
count) 
































4. UITHDRAWAL STUDIES 

A. Number of students 
contacted through 
interviews or re- 
sponding to a 
Questionnaire. 
(Undupl icated 

count) 

B. Students planning 
to return 

C. Students who feel 
that they have 
achieved their 
educational goal 
Prior to completing 
the program 

D. Students NOT 
achieving their 
educational goal 
and not planning 
to continued their 
education 


































































































i 


1 























AA-3A 



^Jwtk viSH- I'iK"'"'"' l'lrt<fwr»L niuf (ollow-Up 

(rHt'p furniu is rn \\[ cmvuAU) nv riij: rmjr.nrtM mapiAcuO 



Col IntJ*? 



F'mtjrnnn- (0 = roni(n*tOfnJi*s nut HrMnr'd *>r imsiMircvl, iind - cUlll;^etonc los UoFlned rind miMsiirr<L) 

ciiMiK rut AT'i-RtiPHUrr \m 



m) COMPUTATfON COMPritNCtLS 

OLi tNLD Ann MCArumf 0 
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'ikin Competency R^ittng - for Vocational rrotjrams only* (Skills are defined as those mtintpulpiUve 
abilities associatod with a pjirticular vocational training Program*) 

EMPLOYMENT SKILL COMPETENCIES 
DEFINED AND MEASURED 



I 



PART U Program manaqers should t>e able to answer the following questions after reviewing the AA Series. 

as well as the information contained in the comnunUy college/state university System G.P*A, Matrix 
report and the SUS/ Department of Corrmerce Feedback rePort - Plus any other sources of Information^ 



1- Which of the following reports have you reviewed? 
The AA Series - 1, 2, 3, 4, S GPA Matrix 



SUS/Dept* of Cofimerce Feedback 



2. What other sources of information do you use in evaluating the performance of students? 



3- What findings or conclusions have resulted from the Placement and follow-up evaluation of 
students who completed the program? 



4. In light of the findings or conclusions- what changes are being considered and/or have been made 
in the expected outcomes of the program? 



5. In light of the findings or conclusions, what changes are being considered and/or have been niade 
in the design and implementation of the instructional support components of the program? 



6. Are there requirements of law or regulatio*is external to the college which inhibit needed program 
modifications? (If so* please explain*) 



7, What findings or conclusions result from the study of students who withdrat* from the program prior 
to completion of the program? 



8* The average monthly starting salary i^ange (gross) for the completers from the Program^ (Please 
review the SUS/ Department of Cofrmerce Feedback report for this information.) 



ERIC 



9. Please provide an opinion of employer satisfaction with the performance of the completers from 
this program as cwnpared to the performance of persons who did not receive training in a 
vocational program. 



AA^3& 
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Descri p tion of the Cj3jTi|)Jol:oryLeavc\r ^0 ^'^ jtLLFif) Uoj»r^^ 

The CLFU form i^i fundamentally sol F-oxplanntory, Additional notoi> are provided 
below, 

1, Educational Status; - Tho ComplGtor/Loaver Follow-Up Report d i t Forentiii tes 
between attending school and not attending ^ichool , 

2, Employment Status - Self-explanatory, 

3, Employer, Supervisor, Job Title, and Job Duties - The employer 
supervisor information is not needed for the Completer/Leaver 
Follow-Up Report, but is necessary to determine the recipient of 
the Employer Follow-Up Form (NCES 2404-6), 

4, Job Relatedness to Training - A Minnesota study indicated that the 
individuaTs identification of relatedness seems to be as valid as 
any existing procedure for determining relatedness. However* State 
officials may wish to consider the individuaTs statements of job 
title and job duties as an additional indication of relatedness. 

5, Current Salary - Since many individuals know their salary by measures 
other than hourly (e,g,, monthly, annually), NCES recommends that States 
use the format provided. This information can be converted to hourly 
salary by using the data in items 5 and 6 and applying the relationship 

1 year = 12 months = 52 weeks, 

6, Hours Employed per Week - Self-explanatory, 

Upon receipt of the CLFU from the former student* the information should be 
linked to that individual. If the former student does not return the CLFU 
this should be reflected in the linkage by defining the individual's education 
and employment status as "Unknown'* . The remaining items would then be left 
blank. 

Each comrnunity college may design its own form* which must include data elements 
on the CLFU verbatim. No changes in language on the CLFU are permitted. 
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COMPLETER/LEAVER FOLLOW-UP FORM 



NOTE: This report is authorjzed by law (20 USC 2312 and 2C USC239I). Wtiileyouarenotrenuifed lo respomt lo 
Ihis survey, youf cooperahon is needed \o insure that Ihe results ot this eltorl iire conipretiensive, 
reliable, and tinmly. 



t. What is your current educational status? (Check one.) 
"^urrenliy attending school 
Not currently attending school 

2 What IS your current employment status^ (Check one ) 

Employed (Includes all employment, even ff below your quahfications; does not mclude luirtime 
military service.) 

Employed (Full-time military servjce.) 

Unemployed (Not employed, bul actively seeking employment.) 

Not in the labor force (Not employed and not seeking employment because of choice, illness, 
full-time student status, retirement, pregnancy, or other such reason.) 

NOTE: If you are currently employed, please answer the remaining questions. 
Otherwise, skip Ihe remaining items, 

3. Please provide the following information on your present job 
Name of Company nr Firm (If self-employed, please write self.) 



Company or Firm Mailing Address 



City Slate Zip Code 



Your Immediate Supervisor 

Last Name Firsi Name M. I. 



PRESENT JOB INFORMATION: 

Job Title 
Job Outies 



4. Is this iob related lo your field of vocational training? 
Yes. it is directly or closely related. 
Nu. it IS only remotely related or is not related at alt. 

5 What IS your current salary betore deductions'^ (Do not M in overtinne ) 
S per . . 

6. The salary m the preceding ^tem is based on how many hours per week employment^ 
hours per week 

Thank you very much tor your cooperation. Please return this torm m the enclosed envelope. 

NOES Form 2404 5 ^ , ^ 



Description of the Emj)1oyor Follow-Up Form (EFU) Itotnr, Required - The form 
should be self-explandtory* Employer Follow-Up Forms arc sent only to omployors 
of those students (completers and leavers) who Indicated that they WERE EMPLOYED 
IN A FIELD RELATED TO THEIR TRAINING, civilian only. A sclf-eniployod person 
does not receive a follow-up foruK 

Each comrnunUy college may design its own form, which must include data elements 
on the EFU verbatim. No changes in the language on the EFU are permitted. 
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NAME . . 

I.D 

PROGRAM TITLE 



EMPLOYER FOLLOW-UP FORM 



NOTE: This report is authorized by law (20 (JSC 2312 and 20 (JSC 2391). While you are not required to lespond 
to this survey, your cooperation is needed to insure that the results o( this effort are comprehensive, 
reliable, and timely. No student identifiers will be fOHA^arded to ttie Federal government. 



1. VOCATIONAL TRAINING EVALUATION 

Please rate the vocational training received by the individual in the following areas: 



Very Good 

a. Technical Knowledge □ 

b. Work attitude □ 

c. WorK quality □ 

(5) 



Good 


Average 


Poor 


Veiy Poor 


□ 


□ 


□■ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


(4) 


(3) 


(2) 


(1| 



2. OVERALL RATING 

Wt\at is your overall rating o( the vocational training received by this individual as it relates to the 
requirements of his or her job? 

Very Good Good Average Poor Very Poor 

□ □ □ □ □ 

(5) {4) (3) (2) (1) 



3, RELATIVE PREPARATION 

As a FBSuK of this person's vocational training, how w)uld you rate his Of her preparation in fetation to other 
employees in his or her work group who did not receive the same training? 

□ No basis for comparison 

(5) □ Individual ts better prepared 

(3) □ Both are about the same 

(1) □ Individual is less prepared 



NCES form 2404*6 
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INSTRUCTION S rOH AA-^ rM PL OYrR RATING SUMMARY REPORT 

S(?p*irdte formt should bo liubinitteti for complotors and leavLTi^* Chock the 
appropriate lino in the top part of tlie form to identify which type student 
the report represents. 

N umhor of Respondents - In the first row of the AA-fl tho number of EFU Forms 
that were completed and returned (which relate to the column in which the 
entry iii being made) should be entered* Thus, if 37 forms were completed and 
returned for Male Hispanics, tht? entry in the first row and the tenth column 
of Part 1 would be 37. 

Employer Ratings - In the remainirg rows, the total score from the employer 
ratings for each item of the EFU forms should be entered, These'scores should 
be calculated by assigning "points" to each response as indicated below: 



After 'scoring" each item for each individual in ^us way, add the scores. 
Also record the number of scores there were for e^jch category. Note that 
with item 3 (Relative Preparation), you should not include those fo r-p 5 in 
which the "No Basis for Comparison" box was checked in determing the rating . 

The total scores, once calculated, and the number of scores should be entered 
in the appropriate rows and columns of the various parts of AA-4* 

The Totals column should equal the sum of the first twelve columns. The sum 
of the Special Needs columns may not equal the Totals column* 

Column Headings - The column headings refer to the same racial and special 
needs breakdown as defined for the AA-IA and the AA'2, 



Items la, lb, Ic, and 2 (EFU) 



Item 3 (EFU ) 



5 
4 

3 
2 



Very Good 
Good 
Neutral 
Poor 

Very poor 



5 
3 



No basis for comparison 
Individual is better prepared 
Both are about the same 
Individual is less prepared 



* Do not include these marks in figuring 
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t'rtujrnm C^kU^: 

P»'t)r|riini n tlr : 

Cottj^c t ion : 



nivisioN 1)1 rcMMUNirv gji 
rmcm.H loiiow-ur m.\m\ 



Cnmplrtnrs : 

Leavers : 



OccupiJtiond I Progriini Type : 

_t'ost-Sccondary Ti^chntcdl 

Post- Secondary Ski Urd/Sefni -sk 1 1 Ind 



Progftim Lcmjth: 

Semester CrctMt MQur^ 
"Clock Hours 



Complete Award Type: 

_A^',(>cidtc tn Arts Associate of ApPl^ed Science 

^Associate in Science 
Technical Certtficate 



Certificate of Applied Science 
"Certfffcate of Trafnlng 



EMPLOVER RATJNCiS 


Non- 
Resldent 
A1 len 


A^^lan 
or 
Pacific 
Islander 


Afnerican 
Indian or 
Alaskan 
Native 


niack (Not 
of Hispanic 
Oriqin) 


Hispanic 


White (Not 
of Hispanic 
Origin} 


TOTALS 


SPECIAL NEEDS 


. Handicapped 


Limited 
Engl ish 
Proficiency 


Disadvantaged 


Number of Totrtl * 
Respondents of form<i 


Female Male 


Female Male 


f^ale^taTe 


, Female Male 


Fetnale Male 


Female Hale 


































<f of 

Technical scores 


































Total 

Knowl edge score 


































* of 

Work scores 


































Total 

Attitude store 


































# of 

Work scores 


































Total 

Qaulity ^:ore 


































it of 

Ove^'all scores 


































Total 

Rating scor^ 


































* of 

Relative scores 


































Total 

Preparatfon score 




i 































AA-4 




ns 



rNSTmtC riON FOR AA-5 F J jl.D OV rMPLOYMRNT AND AVER AGf, HOURLY SALARY 

On thr? AA-5. Soctlon 1* indicate the number of occupational preptUMtory completers 
only wlio were employed in the field for which they were trtiinu<! ur were employed 
in n non-related field and not pursuing n<Mitional education. 

The distribution of the count for each instructional program by Standard 
Occupational Classification (SOC) Category (Field of Employment) can be 
determined from the respondent's Completer/Leaver Follow-Up Form. Item 3 
on the Completer/Leaver Follow-Up Form will provide job title and job duties 
information that can be translated into the appropriate SOC Category. Oefinitio 
for each two-digit SOC category are provided beginning on page 16.18. 

"Average Hourly Salary" for the AA*5, Section 11, should be calculated only for 
those individuals who are employed full-time In field s for which they were trained, 
c 1V1 lian oniy . Full-time shall be Interpreted as at least 35 hours per week. The 
average of these hourly salaries should then be entered in the appropriate male/ 
female "Average Hourly Salary*' space in section 11, As ^in example, if the salaries 
per hour for all males were: 

$4,60 
3,85 
2.77 

%Vn? 4 = $3,75 (average) 

The average, $3,75, would be entered as the average salary for males. 

Number refers to the number of persons from which the average is computed. In 
this example, number equals 3, The information on average weekly wage contained 
in the Feedback System reports may be used for this form. Convert from full-time 
weekly wage to hourly wage by dividing by 40. For the purposes of this report, 
if Feedback System data is used, base it upon only those persons working the full 
13 weeks* 

NOTE; Occupational Home Economics only reported on AA-5. 
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piAcfri[iJi Arm roi.iow-iip klport 

f irlil fif htitJoVmrht Am\ Avrrtiijc flour ly Stiltirv 



0)1 \t*mi 



(VoporrrJ by: 



Occup^tionJl Proqr^m Type: 


PrOf^ran) Length: 






Completion Award Type: 


_Poit-Seconddry rt^chnico I 






in 


Art5 Associate In APPlicd Science 


Poit-Setondjry Sk 1 1 lcd/St*mi - 


'"'Clock 




In 


Science ^Certificate of Applied Science 






Technical 


Ccr 


-tlficcitr Certificate of Training 
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SECTION 1. OCCUPATIONAL FULD OF CURRENT tMPLOVKENT 

Standard Qcci<pat lonal CK^ssi t Ication (SQC) 




SECTION n. AVERAGE HOURLY SALARY^ 



Male 


female 


Number of persons 




Averaye Salary S . 


S__ 



In Section II include salaries for full-time employment in a field related to training. 



AA^S 



277 




Swt nt l-'liTfiiJi 
lVp«rtrntnt of Rduritton 
Till^KiiHF. Flafidi 
Ktlph 1) Turtinf;t<ni. Cnmmiutofler 

Ofipfirtumly Fniployrr 
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TWO-DIGIT STANDARD OCCUPATIONAL CLASSiriCATlON (SOC) 
CODtS rOR AA-5 PLACEMENT AND FOLLOW-UP REPORT 
FIEID OF LMPLOYMENT AND AVRRAGE HOURLY SALARY 



This attachment contains brief descriptions of the 26 two-diyit SOC codes 
used in Part 0 of the Completer/Leaver Follow-Up Report (NCES 2404-7), 
These descriptions are taken from the Standard Occupational Classification 
Manual** These are presented for informational use only* In order to 
assign the appropriate two-digit code to the returned Student Follow-Up 
Form, the Standard Occupational Classification Manual must be consulted* 
It contains detailed descriptions and lists of occupations* 



1^ MANAGEMENT RELATED OCCUPATIONS 

This major group includes occupations primarily concerned with plan- 
ning, organizing, directing, and controlling, through subordinate 
supervisory personnel, specialized functions in support of management, 
such as examining, analyzing, and interpreting financial records and 
policies; reviewing and analyzing organizational structures, methods, 
systems, and administrative practices; conducting programs of employee 
placement, recruitment^ selection, training, promotion, welfare, safety, 
compensation, and recreation^ purchasing goods for internal organi- 
zational use; buying, selling, leasing, or managing property; and en- 
forcing or advising on standards of perfonnance and adherence to 
regul at ions* 

For example: accountant, auditor^ recruiter, fiscal agent, employment- 
and-ciaifTtS aide, grain buyer, administrative secretary 



17 COt^PUTER, MATHEMATICAL, AND OPERATIONS RESEARCH OCCUPATIONS 

This iTiajor group includes occupations concerned with the application 
of mathematical knowledge to the conduct of research and development 
and related activities* Data processing programmers are classified in 
minor group 393* 

For example: computer systems analyst, operations researcher and 
analyst, actuary, statistician 



^ Standard Occupational Classification Manual , 1977, Superintendent of 
Documents, U*S* Government Printing Office, Washington, D*C* 20402, 
Stock No* 041-001-00153-1 



ERIC 
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29 REGISTERED NURSES 

Ttiis iiijjor group includes occupations involving the planning, delivery, 
and evaluation of nursing care and a wide vjriety of nursing services 
including health maintenance and prevention of illness, and treatment 
of illness under a physician*s instructions. Licensed Practical Nurses 
(LPN) are classified in minor group 366* 

For example s school nurse, office nurse, general duty nurse 



32 WRITEI^S, ARTISTS, PERFORMERS, AND RELATED OCCUPATIONS 

This major group includes occupations concerned with creating and execu- 
ting artistic works in d personally interpreted (nanner, by painting, 
sculpturing, drawing, engraving, etching, and other methods; creating 
designs for industrial and commercial products and interior decorations; 
designing cartoons and illustrations for books, magazines, and other pub- 
lications; applying artistic media for illustrative, decorative, and 
sales promotion purposes; obtaining pictures and likenesses with still, 
motion picture, and television cameras* It includes occupations concerned 
with producing, directing, staging, and acting in motion picture, broad- 
cast, and theatrical productions; composing, adapting, conducting, and 
performing musical works ^nd dances; performing a variety of amusing, 
n^ystifying, and spectacular acts for entertainment of audiences* 

For example : author, clothes designer, illustrator, graphic designer, 
cartoonist, decorator, musician, composer, actor, photographer, stage 
manager , 



36 HEALTH TECHHOLOGI^rS AND TECHNICIANS 

This major group includes occupations concerned with carrying out techno- 
logical and technical functions in a medical specialization to obtain 
data tor use in diagnosis, treatment, and control of diseases, using knowl- 
edge of scientific and mat-hematical principles and medical laboratory 
practices* Dental laboratory technologists and technicians are classified 
in unit group 7265* 

For example : clinical laboratory technician, dental hygienist, radiologic 
technician, licensed practical nurse, pharmacy assistant, emergency 
medical technician. 



ERIC 
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3/ ENGINEEFUNG AND RELATED TECHNOLOGISTS AND TECHNICIANS 



This group includes occupations concerned with assisting engineers in 
both laboratory and production activities* Performs technical tasks 
under the general supervision of an engineer, utilizing basic knowledge 
of specific engineering, scientific, mathematical, and drafting design^ 
principles, and techniques* May perform procedures and related activities 
1 ndependently* 

For example : electrical technician, electronics technician, industrial 
engineering technician, mechanical-engineering technician, heat transfer 
technician, welding technician, sound mixer, recording engineer, and 
drafting and surveying technicians. 



38 SCIENCE TECHNOLOGISTS AND TECHNICIANS 

This major group includes occupations concerned with assisting scien- 
tists in both laboratory and production activities* Performs techni- 
cal tasks under the general supervision of a scientist, utilizing 
basic knowledge of specific scientific and mathematical principles and 
techniques. May perform technical procedures and related activities 
Independently* 

For example : biological technologist and technician, except health; 
chemical and nuclear technologist and technician, mathematical tcc^ni^ian* 



39 TECHNICIANS: EXCEPT HEALTH, ENGINEERING, AND SCIENCE 

This r:ajor group includes occupations concerned with performing techni- 
cal tasks, except in the fields of health, engineering, and science* 

For example : air traffic controller, radio operator, programmer, legal 
technician, teacher aide, embalmer, sound-effects technician • 



41 SALES OCCUPATIONS, COMTOOITIES 

This major group includes occupations concerned with conducting whole- 
sale and retail businesses which sell commodities on own or owners* 
behalf or in partnership; supervising and coordinating activities of 
workers directly and indirectly engaged in selling commodities; selling 
machinery and equipment and providing technical information about 
their composition, utilization, and maintenance; selling products of 
manufacturers to wholesale and retail establishments; selling com- 
modities on a wholesale basis usually in a specific geographic area; 

2Si 
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41 SALES OCCUPATIONS, COMMODITILS (CONTINUED) 



and selling and demonstrating commodities in wholesale and retail 
establishments and homes* on the street* and from door to door* Sales 
managers are classified In minor group 125* 

For example : technical sales worker and service advisor, sales 
representative* commodities salesperson* other sales occupations 
(sales clerk* street vendor* news vendor). 



42 INSURANCE* SECURITIES* REAL ESTATE* AND SERVICE SALES OCCUPATIONS 

This major group includes occupations concerned with 5(?111ng various 
types of Insurance; selling and leasing real estate; buying and 
selling securities; and selling advertising and business services* 

For example : Insurance sales agent* real estate sales agent* securi- 
ties sales agent* advertising salesperson* travel agent* equipment 
rental clerk. 



45 SUPERVISORS; CLERICAL OCCUPATIONS* 

This major group includes occupations concerned with supervising the 
preparing* transcribing* transferring* systematizing* and preserving 
written communications and records; collecting accounts; gathering 
and distributing information; operating office machines and electronic 
data-processing equipment; storing* distributing* and accounting for 
stores of materials; operating telephone switchboards* distributing 
mall and delivering messages; and performing other clerical duties. 

For example : clerical supervisors (except equipment operators) of 

general office clerical occupations* secretaries and stenographers* 

typists and related keyboard operators and the like; supervisors of 
office and computer equipment operators. 



*The Business and Office Division of the American Vocational Association 
(AVA) and the National Business Education Association (NBEA)* as well as 
teacher educators* supervisors* and classroom teachers* have taken 
exception to use of the term ^'Clerical** In these titles* These concerns 
have been transmitted to the Office of Management and Budget for con- 
sideration and possible title revision* 
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46-47 CLERICAL OCCUPATIONS, EXCEPT EQUIPMENT OPERATORS* 



This fTkijor group includes occupations concerned with preparing, 
transcribing, transferrins), systematizing, and preserving written 
conimunications and records; collecting accounts; gathering and 
distributing information; storing, distributing, and accounting for 
stores of material?; operating telephone switchboards, distributing 
mail and delivering messages; and performing other clerical duties. 
Occupations concerned with the operation of computing and office 
machines are classified in major group 48. 

For example : secretaries and stenographers, typists and related key- 
board operators, general office clerical occupations, information 
clerks, communications equipment operators, correspondence clerks 
and order clerks, cashiers and bank tellers, record clerks, book- 
keepers, billing, accounting, and statistical clerks* 



48 COMPUTING AND OFFICE EQUIPMENT OPERATIONS 

This major group includes occupations concerned with operating office 
and computing machines as a substantial part of their work* Workers 
using machines incidentally in the course of their activities are 
not necessarily classified here. 

For example : computer and peripheral equipment operators; billing, 
posting, and calculating machine operators; duplicating, mail, and 
other office machine operators* 



51 PROTECTIVE SERVICE OCCUPATIONS 

This major group includes occupations concerned with providing 
protection against fire, accidents, damage, and other emergencies, 
and maintaining custody of prisoners in jails, reformatories, or 
penitentiaries. 

For example : firefighting and fire prevention occupations, police 
and detectives, guards* 



*The Business and Office Division of the American Vocational Association 
(AVA) and the National liusiness Education Association (NBEA), as well as 
teacher educators, supervisors, and classroom teachers, have taken 
exception to use of the term "Clerical" in these titles* These concerns 
have been transmitted to the Office of Management and Budget for con- 
sideration and possible title revision. _ 
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SERVICE OCCUPATIONS, EXCEPT PRIVATE HOUSEHOLD AND PROTECTJVE 



This major yroup includes occupations primarily concerned with pro- 
vidiny catering services including cooking, preparing and serving food 
and beverages; providing accommodation services; maintaining clean- 
liness in establishments, such as hotels, motels, lodging houses, 
apartment and office buildings; assisting health practitioners; con- 
trolling pests and vermin; escorting guests and handling baggage; 
preparing sleeping accommodations; cutting and styling hair, and 
giving beauty treatments to patrons, providing personal services, 
such as ushering, and arranging for patrons* comfort on tours, aboard 
ships and airplanes; washing, cleaning, drying, pressing and dyeing 
apparel and textile furnishings; cleaning building interiors and 
equipment, operating elevators, and performing minor maintenance 
repairs; and providing other related services. 

For exampl e : food and beverage preparation and service occupations, 
health service occupations (DENTAL ASSISTANTS, health aides, nursing 
aides, orderlies, and attendants); cleaning and building service 
occupations, except private household; personal service occupations; 
cosmetologists, guides, ushers, welfare service aides, child care 
workers, except private household- 



PRIVATE HOUSEHOLD OCCUPATIONS 

This major group includes occupations concerned with the performance 
of household tasks in and around a private dwelling in which the 
employer is the individual for whom these tasks are performed. 
Occupations performed by employees of establishments providing 
such services to dwellings on a contract basis are classified in 
Service Workers, except Private Household. 

For exanipl e : day worker, launderer and ironer, private house- 
hold cook, housekeeper and butler, private household child 
care worker, cleaner, and servant* 



FARM OPERATORS AND MANAGERS 

This major group includes occupations concerned with managing land, 
labor, and capital in order to maximize production and profits. 
Skills in and knowledge of the production and marketing of plants, 
animals, and their products are required. Managers* and/or operators* 
skills and knowledge requirements vary according to the type and 
size of farm enterprise. Performs duties described under master 
title for Managers. 
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55 FARM OPERATORS AND MANAGERS (CONTINUED) 



For example : farmer (working proprietor), farm manager 



57 FORESTRY AND LOGGING OCCUPATIONS 

This major group includes occupations concerned with the rnainte- 
nance of woodlot and forest stands; also in the felling and re- 
moval of trees and the harvesting of forest products such as sap, 
Christmas trees, and decorative greens* Operators of material 
moving equipment are classified in minor groups 641 and 651* 

For example : supervisors of forestry and logging workers, forestry 
workers except logging, timber cutting and related occupations, log- 
ging occupations* 



58 FISHERS, HUNTERS, AND TRAPPERS 

This rnajor group includes occupations concerned with conmiercial or 
sport fishing, bounty hunting, and commercial or bounty trapping* 
Includes catching or gathering of aquatic animal life using seines, 
nets, lines or traps; the searching for and taking dead or alive, 
animals and wild pest birds by a variety of rneans, including weapons, 
poisons, and traps* 

For example : captains and other officers of fishing vessels, fishers, 
hunters, and trappers. 



61 CONSTRUCTION TRADES 

This major group includes occupations concerned with constructing, 
altering, and maintaining buildings, other structures, roads, 
bridges, pipelines, and similar projects* Most of the occupations 
require two or more years of specific vocational preparation* 
Although some require less, the major group excludes elemental 
workers who may be assisting workers in the included occupations* 
Although the majority of these occupations are found in the con- 
struction industry, they may be found in virtually every two- 
digit Standard Industrial Classification Major Group* Con* 
struction laborers are classified In major group 81* 
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61 CONSTRUCTION TRADES (CONTINUED) 

For example : brickmasons, stonemasons, and hard tile setters; car- 
penters and related workers; electricians and power transmission 
installers; painters, paperhangcrs , and plasterers; plumbers, pipe* 
fitters and steamf itters; construction trades helpers* 



64-65 TRANSPORTATION AND MATERIAL MOVING OCCUPATIONS 

The transportation occupations group includes occupations r.oncerning 
the operating and controlling of equipment used to transport people 
or materials using vehicles* The materials moving occupations group is 
concerned with the operation of material moving equipment, except 
transportation* This equipment is usually stationary, or with limited 
range* 

For example : motor vehicle operators (tractor-trailer-truck drivers, 
heavy truck drivers, bus drivers, taxicab drivers, and chauffeurs), 
rail transport occupations, water transportation occupations, 
airplane pilots and navigators^ transportation occupations helpers, 
material moving equipment operator^ (hoist and winch operators^ 
crane and tower operators, excavating and loading machine operators, 
industrial truck and tractor equipment operators), material moving 
equipment operators' helpers* 



67 MECHANICS AND REPAIRERS 

This major group includes occupations concerned with the adjustment, 
maintenance, part replacement, and repair of tools, equipment, and 
machines* Installation of such equipment may be included in this 
division if installation is usually done in cofgunction with other 
duties of the repairers* Inspectors of such equipment are included 
if knowledge of the functions of the equipment is necessary to con- 
duct inspection tests* 

For example : vehicle and mobile equipmerit TOchanics and repairers; 
garage and service station related occupations; industrial machinery 
repairers; machinery maintenance occupations, electrical and electronic 
equipment repairers; heating, air-conditioning, and refrigeration 
mechanics < 



72 PRECISION PRODUCTION OCCUPATIONS 

This major group includes occupations requiring a high degree of pre- 
cision in the tasks performed, for the attainment of standards* These 
occupations tn many cases require an ability to Interpret detailed in- 
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72 PRECISION PRODUCTION OCCUPATIONS (CONTINUED) 



structions and specifications* The amount of time spent in training 
for the exercise of these occupations is substantial, in most cases 
ixt ledst six months to a year and in many cases several years* Cer- 
tain occupations in which similar tasks are performed but which do 
not require so high a degree of precision, judgment, and training 
are classified in other groups in this division* 

For example : precision metal workers (tool and die makers, machinists, 
boil ermakers) ; precision woodworkers; precision printing occupations 
(typesetters, lithographers); precision textiles, apparel, and fur- 
nishing machine workers (dressmakers, tailors, upholsterers, shoemakers, 
laundering, cleaning, and cjyeing occupations); precision workers of 
assorted materials (dental laboratory and medical appliance tech- 
nicians); precision food production occupations (butchers, bakers, 
candymakers) ; precision inspectors, testers, and graders . 



77 FABRICATORS, ASSEMBLERS, AND HAND WORKING OCCUPATIONS 

This major group includes occupations concerned with the fabrication, 
assembly, and hand finishing or other hand work Involved in the pro- 
duction of manufactured goods* Hand tools may be used, but occupations 
concerned with producing goods using machinery are classified in major 
groups 73-76* These occupations may include the use of hand tools and 
hand-held power tools* 

For example : welders and solderers; assemblers (framer, lamp-shade 
assembler, piano stringer, chair upholsterer, slip-seat coverer); 
hand working occupations (hand sewing occupations, hand cutting and 
trimming occupations, hand molding and casting occupations, hand en- 
graving and printing occupations). 



99 OCCUPATIONS NOT ELSEWHERE CLASSIFIED 

This division includes occupations which cannot be classified in 
any other division* For purposes of this report, this division 
also includes occupational areas not preprinted on Form 2404-7, 
Part D, Section I* Each State must refer to the SOC Manual, to 
actually determine which occupations ought to be reported here* 

For example : scuba diver, photographer helper, observer helper 
of seismic prospecting, 

2SV 
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SECTION 17 



COMMUNITY INSTRUCTIONAL SERVICES REPORT 
(CI-1) 



Purpose of the Report 

The form is designed to provide the necessary information to analyze and report 
activities in this subprogram on a systemwide basis* 

Definitions and Instructions 

The CI report is an annual report which should reflect the prior academic year. 
Each entry is a summation of all individual courses in that category* The courses 
should have been completed within the time frame covered by this report* 

Enrollment - This is the sum of all persons officially enrolled in all 
the courses in a specific category. 

Fees Col lected - This is the total revenue collected from student fees 
for all ^^urses in a specific category. Do not include the amount for 
fees whicn were waived* 

Salary Paid - Enter the total amount -f salary expenditure paid by 

the college to the instructors of all the courses in a specific category* 

Due Date of the Report 

Please refer to the schedule specified in the Chart of Reports in Section 1, 
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DIVISION OF COMMUNITY COL'EGES 
COMMUNITY INSTRUCTIONAL SERVICES REPORT 



Prepared by; 
Date Prepared: 



CATEGORY 


ENROLLMENT 


FEES 
COLLECTED 


SALARY 
PAID 


1,41 Citizenship Courses 
1< Environmental Problems 








2, Problems Related to 
Health 








3, Safety 








4, Human delations 
ProbU *s 








5, Governmental 
Probl ems 








6. Problems Relating 
to Child Rearing 








7, Consumer Economics 
Probl ems 








1,42 Recreational and 
Leisure Time 
Instruction 









CI-1 Return to: Bureau of Research and Information Systems 

Division of Community Colleges 
Department of Education 
Tallahassee, Florida 32301 



Si jte of F^iftda 

Affinrutivc jcdoli/^qiuf uppurtumty CTTipU»vcr 
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SECTION 18 



ANNUAL REPORT OF OUTPUT 
(OA-1) 



Purpose of the Report 

The form is designed to report all the credits and credit equivalents awarded 
by a college during a given academic year. The information is used by the 
Division of Community Colleges to compare actual output with planned output and 
with input (registrations), and as a basis for assisting colleges in program 
development. 

Definitions and Instruction:* 



The report is to include all the credits and credit equivalents awarded by the 
college during the academic year. Credit accepted through student transfer is 
not awarded by the college. The categories in which to report the information 
on the form are defined below. 

Discipl ine - These are the discipline categories used in the Community 
College Information Classification Structure. 

Credi ts - This is the number of semester credits awarded. 

Credit Equivalents - This is the number of semester credit equivalents 
awarded. The equivalent is computed by dividing the required clock hours 
to complete the instruction by 27. 

By Instruction - This is the number of credits or credit equivalents 
awarded students who sati^ffactorily completed the courses offered by 
the col lege. 

By Examination - This is the number of credits or credit equivalents 
awarded students who demonstrated through some form of examination, 
without completing the instruction at the college, that they possess 
the knowledge and/or skill expected for satisfactc;v completion of the 
instruction offered by the college. Examples are CLEP credit, advanced 
placement credit, institutionally devised written or demonstration exams, 
externally devised exams the college decides to use, and portfolio or 
other evaluation such as is associated with the assessing of experiential 
learning. 
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DIVISION OF COMMUNITY COLLEGES 
ANNUAL REPORT OF OUTPUT 



COLLEGE ; 



Discipl ine 



CREDITS 



B y In^ibrucbion 



By Examination 



CREDIT EQUIVALENTS 



Instruction 



By Exa m ination 



l.n.0 1 

rrnroz 



Aqric. 
Archit, 



& Nat. Res. 



VfwrrrrTTTlTTTTTTTTTTTTn 



& Environ - 



K]].Q4 Blojoqical Science" 



] *l1 .09 Engineering 



TTTTTT2 
K11J9 



■«tt Mnmn» » m ; 



Health Professions 



Physical Sciences 



T7I2JQ Fine & Applied Arts 



M3 J1 



Foreign Languages 



TTTOs 



Letters 

Education 



i iii i}» m ii \ \ tit >»i >t m t » fr 



1J5.Q5 



Business & Management 



HUM 



Computer & Infor.Sci . 



Mathematics 



TjtTzo 



Area Studie s 
Psychology 



^♦ n ttit M itiwi »m»» iii;; » 



1J8.06 



Social Sciences 



Communications 



Home Economics 



Law 



Library Science 



i nm ii u iiii H iii mm i HM ii 



i M» !lt M»l, l 



Mil itary Science 



Public Affairs 



1.18.23 Theology 
1J8.49 Interdisciplinary 



TOTAL Adv. & Prof, 



1 ,2l.QQ Agriculture 

1 .22,00 Distributive 

I ^23,00 Health 

] .24.00 Home Economics 

1.25.00 Office 

1 ,26,00 Trade & Ind. 

1.27,00 Public Service 

' TOTAL Occupational 



1,31.00 Compensatory 



1 ,32.00 Adult El em. & Sec, 
TOTAL Developmental 



TlllllJJJIJJ^JIJIIIIIIIIIIIIJIi 



ririi"**"'^itii _ 



ii,iiiiJi|iNiiiniiiiiimiiiii T»y 



U4KO0 Citizenship 



1 .42,00 Recr. & Leisure 



TOTAL Conmunity 
Instr. Services 



COLLEGE TOTALS 



OA-1 



Prepared By;_ 
Date Prepared: 



Signed: 
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President 



Acceleration Report 
(OA-2) 



Purpose of the Report 

The form is designed to report the acceleration credits and credit equivalents 
awarded by a college and the number of individuals receiving them to demonstrate 
that the college is providing mechanisms for students to progress as rapidly as 
possible toward their program objectives as required in State Bo^rd of Education 
Rule 6A-14.31. 

Definitions and Instructions 

The report is to include all acceleration credits and credit equivalents awarded 
by the college during the academic year, and the number of recipients. Credit 
accepted through student transfer is not awarded by the college. The categories 
in which to report the information on the form are self-explanatory or defined 
below. 

Credits - This is the number of semester credUs awarded. 

Credit Equivalents - This is the number of semester credit equivalents 
awarded* The equivalent is computed by dividing the required clock hours 
to complete the instruction by 27. 

Individuals - This is the number of persons who successfully completed 
an instance of acceleration. This information is required in the column 
labeled Credits and in the column labeled Credit Equivalents, 

\ Credit by Examination - This is the number of credits or credit 
\ equivalents awarded students and the number of students so awarded who 
\ earned such awards by demonstrating through some form of examination* 
\ without completing the instruction at the college, that they possess the 
knowledge and/or skill expected for satisfactory completion of the 
instruction offered by the college. The subcategories are: 



College Level Examination Program (CLEP) 
CEEB Advanced Placement Program 

Institutionally Devised Examinations - Examinations devised by the 
college to provide students the opportunity to demonstrate that they 
possess the knowledge and/or skill expected for satisfactory completion 
of instruction offered by the college without undergoing the instruction. 
The subcategories are: 

Of Learning Sponsored by an Educational Institution - This sub- 
category and the next are intended to distinguish between the 
accessment of prior learning achieved from structured instructional 
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delivery of anotdur educational institution or other 
organization when the transfer of "credit" is not appropriate, 
and the assessment of prior learning not sponsored by another 
educational institution or other organization and often re- 
ferred to as the assessment of non-sponsored experiential 
learning* 

Of Learning^ Not Sponsored by an Educational Institution 

Other Examinations - Examinations devised by some group external to 

the college but excluding the CLEP and the Advanced Placement Program, 

The subcategories are the same as for Institutionally Devised Examinations, 

Dual Enrollment - This is the number of credits or credit equivalents 
awarded students by the college and the number of students so awarded who 
earned awards while simultaneously enrolled in another educational institu- 
tion* The subcategories are: 

College and High School - Where the simultaneous enrollment was 
in a high school, including adult high school, 

Colleqa and Another Post Secondary Institution - Where the 
simultaneous enrol Iment was in another post secondary institution* 

Early Admission - This is the number of credits or credit equivalents 
awarded students by the college and the number of students so awarded who 
earned such awards as a result of enrolling in the college in instruction 
judged to require college level entry competencies without having completed 
high school and without simul taenously enrolling in high school instruction, 
including adult high school* 



2,9; 
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DIVISION OF COMMUNITY COLLEGLS 
ACCELERATION REPORT 



Part U Acceleration Measurement College: 





CRFD1T<; 


CREDIT EQUIVALENTS 


Individuals . Credits 


individuals 


, Equivalents 


1. CREDIT BY EXAMINATION 

A* College Level Examfnation 
Program (CLEP) 

B. CEEB Advanced Placement 
Program 

Institutionally Devised 
Examinations of Learning 
Sponsored by an 
Educational Institution 

Of Learning NOT Sponsored 
by an Educational Institution 

0» Other Examinations of Learning 
Sponsored by an Educational 
Institution 

Of Learning NOT Sponsored 
by an Educational Institution 

2. OUAL ENROLLMENT 

College and Hif)h School 

College and Another Post Secondary 
Institution 

3- EARLY AOMISSION 





































































Part II» Acceleration Mechanisms 



(Note any changes since the prior year reports) 

K How did you facilitate and encourage credit by exanination, dual enrollment* and early 
admission during the prior year? 

2. How do you plan to facilitate and encourage credit by examinations, dual enrollment* 
and early admission during the current year? 

3* Attach a copy of your procedure and criteria for early admission. 



OA-2 

Prepared By: Oate Prepared: 



ni*U *l rim Hit 
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SECTION 19 




STAFF AND PROGRAM DEVELOPMENT REPORTS 
SPD Five-Ycar Goals Plan 
(SPD-l) 



Purpose of the Report 

The form is designed to report a college's long-range (five-year) goals for 
staff and program development as required in State Board of Education Rule 
6A-14.913. 

Instructions 

On this form are identified the long-range goals for staff and program 
development as determined by a college. The span of the Goals Plan is five 
years. The Goals Plan is to be reviewed annually by the college and updated 
or continued. 

The Goals Plan reflects a college's commitment to certain staff and program 
clevelopment goals identified by the college based on the study of its staff 
and program development needs. The Goals Plan identifies the areas of 
activitiy toward which SPD activities will be addressed. 

The updated or continued Goals Plan for the subsequent five-year period is 
to be submitted annually for approval by the Director of the Division of 
Comnunity Colleges by March 1. 

Def-inHion 

Goal - A goal is the end toward which effort is directed* Staff and 
program development goals are those goals within the overall goals of 
the college which are expressions of the mission or purpose toward 
which staff and program development efforts are directed* 
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SPD Activity Evaluation 
(SPD-2) 



Purpose of the Report 

The form is designed to report a college's evaluation of one of its staff and 
program development activities within the group of such activities conducted fo 
the immediately preceding year as required in State Board of Education Rule 
6A-14,gi3, 

Instructions 

Reported on this form arc the evaluations of staff and program development 
activities* An Activity Evaluation is to be prepared for each discrete 
activity rather than for a cluster of similar activities* 

The collectiol^ of Activity Evaluations pertaining to the activities of the 
immediately preceding year is to be submitted annually to the Director of 
the Division of Community Colleges by September 10* 

Definitions 

Staff Development - The development of staff is the improvement of staff 
performance through activities which update or upgrade competence 
specified for their present or planned positions* Staff is interpreted 
to include all personnel employed by the colleges* 

Program Development • The development of programs is the evaluation and 
improvement of existing programs, to include the design of evaluation 
instruments to establish h^'^es for improvements, as well as the designing 
of new programs* It is program initiation or improvement rather than 
maintenance or expansion of existing programs. Development may be in 
any or all of the community college information classification structure 
functions", instruction, orgdnized research, public service, academic 
support, student support, institutional support, physical plant operation 
and maintenance, and student financial assistance. Program development 
includes researching, planning, designing, and evaluating; salary 
payment; and purchasing of instructional equipment* 
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SPD Financial Report Suirmory 
(SPD-3) 



Purpose of the Report 

The form is designed to suirmorize the staff and program development funds 
available and expended during the immediately preceding year as required in 
State Board of Education Rule 6A-14.913. 

Instructions 

On this form ire summarized the staff and program development funds ayailabl- 
and the staff and program development funds expended during the immediately 
preceding year. The Financial Report Summary is to be submitted annually 
to the Director of the Division of Corwnunity Colleges hy September 10* 



297 



ERIC 



19.3 



Division of Community Colleges 

STAFF AND PROGRAM DEVELOPMENT 

Fivc-Ycar Goals Plan 

duly, 19 through 3unc, 19 



College: 



7 I 



Prepared By: 



Date Prepared: 



On this form are stated the institution's long-range (five year) goals for staff 
and program development- Following carh goal statement is the rationale for 
the goal* (Due in the office of the director of the Division of Community 
Colleges by March l), 

K GOAL: 



Rationale: 



2. GOAL: 



Rationale: 



3- GOAL: 



Rationale: 



if, GOAL: 



Rationale: 



2.9 s 
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-Over- 
19.5 



5, GOAL: 



Rationale: 



r>. GOAL: 



Rationale: 



7. GOAL: 



Rationale! 



8. GOAL: 



Rationale: 



(Use additional pages, if needed*) 



The college has completed a study of the past year's SPD Five-Year Goals Plan 
and of the accomplishments of SPD activities since its preparation and of the 
current and future staff development and program development needs of the 
college* The SPD Five-Year Goals Plan presented above is the result of the 
study* 



SUBMITTED BY: 



APPROVED BY: 




President 



Date 
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Division of Community Colleges 

staffYnd program development 

Act i vit E val uat ion 



Coltef;e; 

Prepared fly: 
Date Prepared; 



On this form is reported the institution's evaluation of one of its discrete SPD 
activities within the group of SPD activities conducted the immediately 
preceding year* (Due in the office of the director of the Division of Community 
Colleges by September 10* The set of Activity Evaluations is to be 
accompanied by on SPD Financial Report Summary*) 

I* 

Title of Activity 

2* Specific objectives (stated in performance terms) of the activity were; 
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3* Check the one Information Classification Structure category most affected 
by the activity. 



STAFF 
DEVELOPMENT 



PROGRAM 
DEVELOPMENT 



Instruction, Advanced and Professional 

Instruction, Occupational 

Instruction, Developmental 

Instruction, Community Instructional Service 

Organized Research 

Public Service 

Academic Support 

Student Support 

Institutional Support 

Physical Plant Operation and Maintenance 
Student Financial Assistance 



Amount Budgeted, $ 



5- Amount Spent, $^ 



-Over- 



SPD-2, k(\(7^ 



19.7 



Status ol the activity. 
Completed 



Not completed, will 
be continued 



Aban doned 
Never started 



8* Were the specific objectives met? 

Yes 

Partly 

No 



Not determinable at this 
time 



7* Was the procedure for achieving 
tlx; specific objectives 
successful? 



Very successful, 
would recommend 



Successful in given 
situation 

Neutral in effect 

Not successful 

Not determinable at this 
time 



To wh?t degree was the related 
goal in the Five-Year Goals 
Plan achieved? 



Completely 

To a major degree 

To a minor degree 



No measurable effect on 

goal 

10. Narrative evaluation* including results achieved* What has been the impact 
of the activity? 




StAtt of Florida 
Depirlment of Educalion 
TiHihAssM, Florida 
Ralph D. Turlington « Commissioner 
Afnimifive Jction/cqua[ 
opportunity employer 
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Division of Community Colleges College; 

STAFF AND PROGRAM DEVELOPMENT 

Prepared By; _ 

Financial Report Summary 

Date Prepared: 



On this form are summarized the SPD funds available and the SPD funds 
expended during the immediately preceding year* (Due in the office of the 
director of the Division of Community Colleges by September 10*) 



Closing Balance, June 30, 19 

Additions, 19 - 

Total Available 

Total Expenditures 
Salaries 
Travel 
Equipment 
Contingency 
Other 

Closing Balance, June 30, 19 

Encumbered 
Unencumbered 
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State of Fk*rid> 
Dtpartmtnt ol Education 

Ftailpti D. TuFlinfton, Ca<nmi«iiofWF 
Af f irfwirv^ Ktion/xiuit opportunity «mplQYw 
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APPENDIX A 

Detail Coding for Advanced and Professional 
and Occupational Courses and 
Programs of Study 




DETAIL CODING FOR ADVANCED AND PROFESSIONAL 
ANO OCCUPATIONAL COURSES AND 
PROGRAMS OF STUDY 



The following pages provide the detailed coding for Advanced and Professional 
(Part 1) and Occupational (Part 2) courses and programs* Note that the fourth 
through the seventh digits of the Advanced and Professional codes are taken from 
the Higher Education General Information Survey (HEGIS) Taxonomy . The coding 
logic and structure for Occupational courses and programs is similar to that 
found in USOE Handbook VI Standard Terminology for Curriculum and Instruction 
in Local and State School Systems * The major exception is the use of an 
additional cluster called Public Service and the deletion (non-use) of the 
Technical cluster* The rationale for this modification was that Technical is 
a level of instruction rather than a unique functional group. It was also based 
on the increasing number of public service programs that do not relate to the 
Trade and Industrial cluster* 

With respect to the level of detail » the coding standards are as follows: 

1. Each course (Advanced and Professional and Occupational) offered 
by the college will be given a seven digit code to identify them 
to the subcategory level. 

2* Each Occupational program of study will be assigned a seven digit 
code. An eighth digit is also used to distinguish between programs 
that have the same seven digit code, ,i 

-\) 

3* Each Advanced and Professional Program will be assigned a three 

digit code to identify student Educational objectives to the cluster 
level * 



Appendix A 
Part 1 



Uniform Codes for Advanced and Professional Courses, 
Disciplines, and Instructional Programs 



Code 


Descriptive Title 


n.xxxx 


Natural Science (Cluster) 


l.ll.OlXX 


Agriculture & Natural Resources 


0101 


Agriculture, general 


0102 


Agronoiny 


0103 


Soils science 


0104 


Animal science 


0105 


Dairy science 


0106 


Poultry science 


0107 


Fish, game and wildlife management 


0108 


Horticulture 


0109 


Ornamental horticulture 


0110 


Agriculture and farm management 


om 


Agriculture economics 


0112 


Agriculture business 


0113 


Food science 


0114 


Forestry 


0115 


Natural resources management 


0117 


Range management 


0118 


Citrus Farming 



1,11.02XX Architecture and Environmental Design 

0201 Environmental design, general 

0202 Architecture 

0203 Interior design 

0204 Landscape architecture 

0205 Urban architecture 

0206 City, conmunity, and regional planning 



1,11,04XX Biological Science 

0401 Biology, general 

0402 Botany, general 

0403 Bacteriology 

0404 Plant pathology 

0405 Plant pharmacology 

0406 Plant physiology 

0407 Zoology, general 

0408 Pathology, human and animal 

0409 Pharmacology, human and animal 

0410 Physiology, human and animal 

041 1 3 f * 5 Mi crobiol ogy 

0412 Anatomy 

A, 4 ' 



\ 



Doscriptivo Ti tie 



Histology 
Biochemistry 
Biophysics 
Molecular biology 
Cell biology 
Marine biology 

Biometrics and biostatistics 

Ecology 

Entomology 

Genetics 

Radiobiology 

Nutrition, scientific 

Neurosciences 

Toxicology 

Embryology 



Code 



Biological Science (continued) 



0413 
0414 
0415 
0416 
0417 
0418 
0419 
0420 
0421 
0422 
0423 
0424 
0425 
0426 
0427 



1 .11 .09XX 



Engineering 



0901 
0902 

0903 
0904 
0905 
0906 
0907 
0908 

0909 

0910 
0911 
0912 
0913 
0914 
0915 
0916 
0917 
0918 
0919 
0920 
0921 
0922 
0923 
0924 



Engineering, general 
Aerospace, aeronautical and 

astronautical engineering 
Agricultural engineering 
Architectural engineering 
Bioengineering and biomedical engineering 
Chemical engineering 
Petroleum engineering 
Civil, construction, and transportation 

engineering 
Electrical, electronics, and 

communications engineering 
Mechanical engineering 
Geological engineering 
Geophysical engineering 
Industrial and management engineering 
Metallurgical engineering 
Materials engineering 
Ceramic engineering 
Textile engineering 
Mining and mineral engineering 
Engineering physics 
Nuclear engineering 
Engineering mechanics 
Environmental and sanitary engineering 
Naval architecture and marine engineering 
Ocean engineering 



A. 5 



Code 



Descriptive Title 



MM2XX Health Professions 

1201 Health professions, tjeneral 

1202 Hospital and health caro administration 

1203 Nursinfj (four year programs) 

1204 Dentistry, D.D.S or D.M.D. degree 

1205 Dental special ties 

1206 Medicine, M.D. degree 

1207 Medical specialties 

1208 Occupational therapy 

1209 Optometry 

1210 Osteopathic medicine, D.O. degree 

1211 Pharmacy 

1212 Physical therapy 

1213 Dental hygiene 

1214 Public health 

1215 Medical record librarianship 

1216 Podiatry or podiatric medicine 

1217 Biomedical communication 

1218 Veterinary medicine 

1219 Veterinary medicine specialties 

1220 Speech pathology and audiology 

1221 Chiropractic 

1222 Clinical social work 

1223 Medical laboratory technologies 

1224 Oental technologies 

1225 Radiologic technologies 



K11J9XX Physical Sciences 

1901 Physical sciences, general 

1902 Physics, general 

1903 Molecular physics 

1904 Nuclear physics 

1905 Chemistry, general 

1906 Inorganic chemistry 

1907 Organic chemistry 

1908 Physical chemistry 

1909 Analytical chemistry 

1910 Pharmaceutical chemistry 

1911 Astronomy 

1912 Astrophysics 

1913 Atmospheric sciences and meteorology 

1914 Geology 

1915 Geochemistry 

1916 Geophysics and seisirology 

1917 Earth sciences, general 

1918 Paleontology 

1919 Oceanography 

1920 Metallurgy 



A,b 3,,y 



Code 



Doscriptivo Titl e 



1.12.XXXX 

1.12.10XX 

1001 
1002 
1003 
1004 
1005 
1006 
1007 
1008 
1009 
1010 
1011 



Fijip__ and Applied Arts 

Fine and Applied Arts 

Fine arts, general 
Art 

Art history and appreciation 

Music (performing, composition, theory) 

Muctc (liberal arts program) 

Music history and appreciation 

Dramatic arts 

Dance 

Applied design 
Cinematography 
Photography 



1.13.XXXX 



Letters and Foreign Languages 



i.is.nxx 

1101 
1102 
1103 
1104 
1105 
1106 
1107 

1108 
1109 
1110 

nil 

1112 
1113 
1 il4 
1115 
1116 



Foreign Languages 

Foreign languages, general 

French 

German 

Italian 

Spanish 

Russian 

Chinese 

Japanese 

Latin 

Greek, classical 
Hebrew 
Arabic 
Indian 

Scandinavian languages 
Slavic languages 
African languages 



1.13.15XX 



Letters 



1501 
1502 
'1503 
1504 
1505 
1506 
1507 
1508 
1509 
1510 



A. 7 



English, general 
Literature, English 
Comparative literature 
Classics 
Linguistics 

Speech, debate, and forensic science 
Creative writing 

Teaching of English as a foreign language 

Philosophy 

Rei'gious studies 



ERIC 



Code 



Ooscriptivo Tiflo 



1.14.XXXX Education 



1 , 14,08XX 


EdtiCdtion 


0801 


Education, rieneral 


0802 


Elementary education, general 


0803 


Secondary education, general 


0304 


Junior high school education 


0805 


Higher education, general 


0806 


Jumor and commumty college education 


0007 


Adult and continuing education 


0808 


Special education, general 


0809 


Administration of special education 


0810 


Education of the mentally retarded 


0811 


Education of the gifted 


0812 


Education of the deaf 


0813 


Education of the culturally disadvantaged 


0814 


Education of the visually handicapped 


0815 


Speech correction 


0816 


Education of the emotionally aisturoea 


0817 


Remedial education 


0818 


Special learning disabilities 


0819 


Education of the physically handicapped 


0820 


Education of the multiple handicapped 


0821 


Social foundations 


0822 


Education psychology 


0823 


Pre-elementary education 


0824 


Educational statistics and research 


0825 


Educational testing, evaluation and 




measurement 


0826 


Student personnel 


0827 


Educational administration 


0828 


Educational supervision 


0829 


Curriculum and instruction 


0830 


Reading education 


0831 


Art education 


0832 


Music education 




Mathematics education 


0834 


Science education 


0835 


Physical education 


0836 


Driver and safety education 


0837 


Health education 


0838 


Business, commerce, and distributive 




education 


0839 


Industrial arts, vocational, and 




technical education ' 


0840 


Foreign language education 



Code 



M5,XXXX 



De scripti ve Ti Uo 



Business and Manaqemont 



1-15, 05XX Business and Management 

0501 Business and comnerce, general 

0502 Accounting 

0503 Business statistics 

0504 Banking and finance 

0505 Investments and securities 

0506 Business management and administration 

0507 Operations research 

0508 Hotel and restaurant management 

0509 Marketing and purchasing 

0510 Transportation and public utilities 

0511 Real estate 

0512 Insurance 

0513 International business 

0514 Secretarial studies 

0515 Personnel management 

0516 Labo: and industrial relations 

0517 Business economics 



U6,XXXX Mathematics and Computer Science 

1 ,16.07XX Computer and Information Science 

0701 Computer and information sciences, general 

0702 Information sciences and systems 

0703 Data processing 

0704 Computer programning 

0705 Systems analysis 



1-16. 17XX Mathematics 

1701 Mathematics, general 

1702 Statistics, mathematical and theoretical 

1703 Applied mathematics 



ERIC 



Code Dcscriptivo Title 



1*17, XXXX Social Scienc es 

K17.03XX Area Studies 

0301 Asian studieSj general 

0302 East Asian studies 

0303 South Asian studies 

0304 Southeast Asian studies 

0305 African studies 

0306 Islamic studies 

0307 Russian and Slavic studies 

0308 Latin American studies 

0309 Htdd^^ Eastern studies 

0310 European studies, general 

0311 Eastern European studies 

0312 West European studies 

0313 American studies 

0314 Pacific area studies 



1J7,20XX Psychology 

2001 Psychology, general 

2002 Experimental psychology 

2003 Clinical psychology 

2004 Psychology for counseling 

2005 Social psychology 

2006 Psychometrics 

2007 Statistics in psychology 

2008 Industrial psychology 

2009 Developmental psychology 

2010 Physiological psychology 



K17,22XX Social Sciences 

2201 Social sciences, general 

2202 Anthropology 

2203 Archaeology 

2204 Economics 

2205 History 

2206 Geography 

2207 Political science and government 

2208 Sociology 

2209 Criminology 

2210 International relations 

2211 Afro-American studies 

2212 American Indian cultural studies 

2213 Mexican-American cultural studies 

2214 Urban studies 

2215 Demography 



AJO 

■'ill 



Code Descriptive Title 

1,18,XXXX Other Disciplines 

1,18,06XX Communications 

0601 Communications, general 

0602 Journalism 

0603 Radio/television 

0604 Advertising 

0605 Communication media 



1J8,13XX Home Economics 

1301 Home economics, general 

1302 Home decoration and home equipment 

1303 Clothing and textiles 

1304 Consumer economics and home management 

1305 Family relations and child development 

1306 Foods and nutrition 

1307 Institutional management and cafeteria 

management 



1J8,14XX Law 

1401 Law, general 

1J8.16XX Library Science 

1601 Library science, general 



1J8.18XX Military Science 

1801 Military science, general 

1802 Naval science 

1803 Aerospace science 




^ 1 .? 



Code 



OcscH_Bt1ve Title 



1.1H.21XX Public Affair s 

2101 Community Services, General 

2102 Public AdminlstrMtion 

2103 Parks and Recreation Management 

2104 Social Work and Helping Services 

2105 Law Enforcement and Corrections 

2106 International Public Service 

1.18.23XX Theology 

1 - 18.49XX Interd is ciplinary 

4901 General Liberal Arts and Sciences 

4902 Biological and Physical Sciences 

4903 Humanities and Social Sciences 

4904 Engineering and Other Oisciplines 

1.19.XXXX General Degree Transfer 
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Appendix A 
Part 2 



Uniform Codes for Occupational Courses, 
Disciplines, and Instructional Proyrams 



Code Descriptive Ti tie 



K21,XXXX Agriculture 

1,21*01 XX Agriculture Production and Processing 

0101 Animal science 

0102 Plant science 

0103 ' Farm mechanics 

0104 Farm business management 
/ (Agri-business) 

0105 [ Citrus production management 

0106 Citrus processing technology 

0107 Farm coop training 



K21,02XX Agriculture Supplies/Services 

0201 Agriculture chemicals 

0202 Feeds 

0203 Seeds 

0204 Fertilizers (plant food) 

0205 Pest control technology 



1.2K03XX Agricultural Mechanics 

0301 Agricultural power & machinery 

0302 Agricultural structures & conveniences 

0303 Soil management 

0304 . Water management 

0305 Agricultural mechanics skills 

0306 Agricultural construction & maintenance 

0307 Agricultural electrification 

0308 Golf course mechanics 



K21,04XX Agriculture Products 

0401 Food products 

0402 Nonfood products 
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Code Descriptive Title 



1 * 21 * 05XX Ornamental Horticulture (Productio n, 

Process! ng^ Marketing & Services)^ 

0501 Abori culture 

0502 Floriculture 

0503 Greenhouse operation & management 

0504 Landscaping 

0505 Nursery operation & management 

0506 Turf management (golf course, etc.) 



1.21,06XX Agricultural Resources (Conservation , 

Utilization, and ServicesJ 

0601 Forests 

0602 Recreation (Parks, etc.) 

0603 Soil 

0604 Wildlife (Including game farms & 

hunting areas) 

0605 Water 

0606 Air 

0607 Fish (Including farms and hatcheries) 

0608 Range (Ranch) 



K21.07XX Forestry (Production, Processing^ 

Management, Marketing, and Services) 

0701 Forests 

0702 Forest protection 

0703 Logging (harvesting and transportation) 

0704 Wood utilization 

0705 Recreation 

0706 Special products 



U21,99XX Other Agricultural 

9901 ^ Biological parks 



* ■ } 



A. 14 



Codo Descriptive Title 

1.22,XXXX Distributive 

1,22,0100 Advertising Services 

1,22,0200 Apparel and Accessories (Fashion) 

1,22,0300 Automotive (Sales) 

1.22,0400 Finance and Credit (Banking, S & L, etc) 

1.22,0500 Floristry 

1,22,0600 Food Distribution 

1,22,0700 Food Services 

1,22,0800 General Merchandise 

1.22,0900 Hardware, Building Materials, Farm and 

Garden Supplies S EquipmenT 

1.22.1000 Home Furnishings 

1,22.1100 Hotel and Lodging 

1,22.1200 Marketing and Distribution 

1,22.1300 Insurance 

1,22,1400 International Trade 

1.22,1500 Personal Services 

1.22,1600 Petroleum 

1.22,1700 Real Estate 

1.22,1800 Recreational and Tourism 

1.22,1900 Transportation 

1.22.2000 Retail Trade 

1,22,3100 Wholesale Trade 

1.22,9900 O ther Distributive (General Marketing, etc.) 



Sir, 

A. 15 



Code Descriptive Title 



1 , 23 , XXXX Health Occupations Education 

1.23.01XX Oental 

0101 Dental Assisting 

0102 Dental Hygiene (Associate Degree) 

0103 Oental Laboratory Technology 

1.23,02XX Medical Laboratory Technology 

0201 Cytology (Cytotechnology) 

0202 Histology 

0203 Medical Laboratory Assisting 

0204 Hematology 

0205 Certified Laboratory Assistant 

1.23,03XX Nursing 

0301 Nursing (Associate Degree) RN 

0302 Practical (Vocational) Nursing 

0303 Nursing Assistance (Aide) 

0304 Psychiatric Aide 

0305 Surgical Technician (Operating Room 

Technician) 

0306 Obstetrical Technician 

0307 Home Health Aide 

0308 School Health Aide 

0309 Central Service Aide 

0310 Medical Assisting 

1.23,04XX Rehabilitation 

0401 Occupational Therapy 

0402 Physical Therapy 

0403 Prosthetics 

0404 Orthotics 

1 ,23,05XX Radiologic 

0501 Radiologic Technology (X-Ray) 

0502 Radiation Therapy 

0503 Nuclear Medical Technology 
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A. 16 




Code 



1 ,23,06XX 

0601 
0602 
0603 



Descriptive Title 



Ophthalmic 

Ophthalmic Dispersing 
Orthoptics 

Optometrist Assistant 



1,23,07XX 

0701 
0702 
0703 



Environmental Health 

Environmental Health Assistant 
Radiological Health Technician 
Sanitarian Assistant 



1 ,23,08XX 
0801 
0802 



Mental Health 

Mental Health Technician (Human Service 

Aide, etc) 
Mental Retardation Aide 



1,23,09XX 

0901 
0902 
0903 
0904 

0905 
0906 
0907 
0908 
0910 
0911 
0912 
0913 



Miscellaneous Health Education 

Electroencephalograph Technician 
Electrocardiograph Technician 
Inhalation Therapy (Respiratory Therapy) 
Medical Assistant (Assistant in 

Physician's Office) 
Central Supply Technician 
Community Health Aide 
Medical Emergency Technician 
Dietetic Technology 
Orthopedic Assisting 
Optician Technology 
Veterinary Medical Assisting 
Hearing Aid Technology 



1.23,99XX Health Occupations Education, Other 

9901 Health care management 

9902 Health service aide 

9903 Hospital housekeeping 

9904 Hospital ward clerk 

9905 Medical records transcriptionist 




Code 



DescriptivG Ti tiG 



1.24.XXXX 
1.24.01XX 

01 01 

0102 
0103 
0104 
0105 
01 06 
0107 
0108 
0109 



Home E conomi cs 

Homemakinq: Proparation for Personal 
HomG, and Family living 

Comprehensive homemoiking or home 

economi cs 
Child development 
Clothing and textiles 
Consumer education 
Family health 
Family relations 
Foods and nutrition 
Home management 
Housing and home furnishings 



K24.02yX 

0201 
0202 

0203 

0204 

0205 



Occupational Preparation 

Care and guidance of children 
Clothing management, production, and 

services \ 
Food managerrent, production, and 

services 

Home furnishings, equipment, and 
services 

Institutional and home management 
and supporting services 
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ERIC 



Code 



Descriptive Title 



K25.XXXX 

1.25. 01 XX 

0101 
0102 
0103 
0104 

0105 
0106 



Office Occupations 
Accounting 

Accounting 

Bookkeeping 

Cashier 

Machine operators: billing, book- 

keeping, & computing 
Tel lers 

Income tax preparation 



1,25.02XX Business Data Processing Systems 

0201 Computer and console operators 

0202 Peripheral equipment operators 

0203 Programmers 

0204 Systems analysts 



1,25.03XX Filing, Office Machines, and General 

Office CI erica! 

0301 Duplicating machine operators 

0302 File clerks 

0303 General office clerks 



K25,04XX Information Communication 

0401 Communication systems clerks and 

operators 

0402 Correspondence clerks 

0403 Mail and postal clerks 

0404 Mail preparing and mail handling machine 

operators 

0405 Messengers and office aides 

0406 Receptionists and information clerks 



ERIC 
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Code Descriptive Title 



1 ,25,05XX Materials Support jTransporting^ Storing^ 

and Recording) 

0501 Planning and production clerks 

0502 Quality control clerks 

0503 Shipping and receiving clerks 

0504 Stock and inventory clerks 

0505 Traffic, rate, and transportation clerks 



K25-06XX Personnel and Training 

0601 Personnel training specialists 

0602 Interviewers and test technicians 

0603 Personnel assistants 



1,25,07XX Stenographic and Secretarial 

0701 Executive secretary 

0702 Secretaries 

0703 Stenographers 

0704 Medical secretary 

0705 Legal secretary 

0706 Court reporting 



1,25.08XX Supervisory and Administrative Management 

(General Business, etc) 

0801 Administrative assistants 

0802 Budget management analysis 

0803 Clerical and office supervisors 

0804 Data methods and systems procedures 

analysts 

0805 Office managers and chief clerks 

1,25,09XX Typing 

0901 Clerk*typists 

0902 Typists 



3? ; 
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Code 



Pescrij^ti vfi Titio 



1 *26, XXXX Trade and In<lustria1 Occupations 

1*26, OIXX Air Conditioning and Environmental 

Control (HARV, etcTJ 

0101 Cooling (air conditioning) 

0102 Heating 

0103 Ventilating (Filtering and 

Humidification) 

0104 Envi ronmental control 

\ 

1,26,02XX ^ Appliance Repair 

0201 Electrical appliances 

0202 Gas appliances 



K26.03XX Automotive Services 

0301 Body and fender 

0302 Mechanics 

0303 Specialization, other 

0304 Service station 



K26,04XX Aviation 

0401 Air Frame Maintenance 

0402 Aircraft operations 

0403 Ground operations 

0404 Commerical pilot training 

0405 Aviation management and administration 

0406 Power Plant Maintenance 



1,26.06XX Business Machine Maintenance 

K26.07XX Commercial Art 

0701 Interior decorating 

0702 Window display 

0703 Product design 

0704 Advertising art 

0705 Studio art 



ERIC 



Code 



Descriptive Title 



1 , 26 , 08 XX Conirr.'^rcial Fishery and Oceanographic 

0801 Seamanshi p 

0802 Ship and boat operation and maintenance 

0803 Oceanographic 



K26,09XX Commercial Photography 

0901 Photographic laboratory and darkroom 

occupations 

K26J0XX Construction and Maintenance 

1001 Carpentry 

1002 Electricity 

1003 Heavy equipment (construction) 

1004 Masonry 

1005 Painting and decorating 

1006 Plastering 

1007 Plumbing and pipefitting 

1008 Dry wall installation 

1009 Glazing 

1010 Roofing 

1011 Architectural technology 

1012 Civil technology 

1013 Surveying 

1 , 26, 1 1 XX Custodial Servic es 

1,26,12XX Diesel Mechanic 

1.26,13XX Drafting and Design 

1.26 J4XX Electrical 

1401 Industrial electrician 

1402 Lineman 

1403 Motor repairman 



1 . 26 . 1 5XX Electronics 

1 501 Communications 

1502 Industrial electronics 

1503 Radio/television 

1504 Electronic technology 

1505 Electromechanical technology 



ERIC 



A, 22 



Code 

K26J6XX 



Descriptive Title 



Fabric Maintenance Services 



1601 Drycleaning 

1602 Laundering 



1 - 26 J 7yX Foremanshipi Supervision and 

Management Development 

1701 Industrial management and supervision 



1-26J9XX Graphic Arts 

1901 Composition, makeup and typesetting 

1902 Printing press 

1903 Lithography, photography, and plate- 

making 

1904 Photoengraving 

1905 Silk screen making and printing 

1906 Bookbinding 

1907 Technical illustration 



1-26-20XX Industrial Atomic Energy 

2001 Installation, operation, and maintenance 

of reactors 

2002 Radiography 

2003 Industrial uses of radioisotopes 

1-26-21XX Instrument Maintenance and Repair 

2101 Instruments (Other than watches and 

clocks) 

2102 Watchmaking and repair 



ERIC 



A, 23 



324 



Code Descriptive Title 



1 .26.22XX Htiritime Oc cupations 

2201 Marine propulsion technology 



1.26.23XX Metalworking 

2301 FoMidry 

2302 Machine shop 

2303 Machine tool operation 

2304 Metal trades, combined 

2305 Sheet metal 

2306 Welding and cutting 

2307 Tool and die making 

2308 Die sinking 

2309 Metal patternmaking 



1.26.24XX Metallurgy 

1.26.25XX Other Engineering Related Technologies 

2501 Chemical 

2502 Industrial 

2503 Instrumentation 

2504 Mechanical 

2505 Scientific data processing 

2506 Safety 

1.26.26XX Personal Services 

2601 Barbering 

2602 Cosmetology 



1.26.27XX Plastics 



1.26.29XX Quantity Food 

2901 Baker 

2902 Cook-chef 

2903 Meat cutter 

2904 Wai ter/Wai tress 



1.26.31XX Small Engine Repair. Internal 

^ ,^ .. Combustion 



ERIC 



A. 24 



Code 



Doscriptivo Titl e 



1 .26,32XX . Stationary Energy Sources 

3201 Electric Power Generating Plants 

3202 Plumbing Plants 



K26.33XX Textile Production and Fabrication 

3301 Dressmaking 

3302 Tailoring 



1.26.34XX Leatherworking 

3401 Shoe Manufacturing 

3402 Shoe Repair 

1 . 26 . 35XX Upholstering 

1.26.36XX Woodworking Occupations 

3601 Millwork and Cabinet Making 

1.26.99XX Trade and Industrial, Other 

9901 Quality Control and Reliability 

Technology 

9902 Technical Writing 

9903 Meteorological Analysis 

9906 Manufacturing Technology 

9907 Radio and Television Broadcasting 

9908 Radio and Television Production 




32r> 



Coi\y Descriptive Titio 

1 .;^/.XXXX Public Service 

t .^/.OIXX Fire Science 

\,?J.Q2n Law Enforcement 

0201 Law Enforcement, General 

0202 Security 

0203 Corrections 
OZm Probation 

0205 Legal Assistant 

1.27.03XX Education (Teacher Aide) 

1.27.04XX Library 

1.27,05XX Audio-Visual (Multi-Media) 

K27.06XX Recreation 

I.27.07XX Social Service (Work) 

1.27.08XX Public Administration 

1.27.09XX Urban, Rural, and Community Development 

Servi ces 

1.27.10XX Resources Management Services 

inOl Air Pollution Control 

1002 Environmental Pollution Control 

1003 Water and Waste Water Treatment 

1004 Environmental Science 

1005 Environmental Marine Science 

1,27,11XX Music, Dance and Theatre 

1101 Music 

1102 Dance 

1103 Theatre 
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APPENDIX B 



OTHER REPORTS 



The following pages contain reports and references to 
reports which are collected from community colleges by 
other Divisions in the Department of Education, other 
State agencies, and others. Because of the magnitude 
of these reports, copies of most of them are not included 
in this Appendix* However, they are listed by name and 
described in some instances* Copies will be provided 
on request* 
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B.l 



Obtained 

_by 



Report 
No, 



Report Title 



Due Date 
or 

Frequency 



P age 



Office of 
Education 
Facil i ties 



D,0,E, 
Comptroller 



Division of 

Public 

Schools 



CO"l(OEFC 304) 
C0-2(0EFC 352) 

C0-3(0EFC 351) 

C0-4(0EFC 217) 
C0-5(0EFC 218) 
C0-5(0EFC 093) 

C0-7(0EFC 092) 

C0-8(5C0A-1) 

C0-9(0EFC 207) 



FA-397 
(VED5-NCE5 
Form 2404-2) 

FA-396 

FA-399 



FA-400 



ESE 333 



Annual and Five-Year 
Capital Projects Pro- 
gram Plans 

Six-Month Capital Out- 
lay Encumbrance Projection 
and Request for Encumbrance 
Authorization 

Quarterly Report: Capital 
Outlay Funds 

Project Priority List 

Site Inspection 

Resolution Requesting an 
Educational Plant Survey 

Application for Advance 
Funding 

Local Resolution Re- 
questing Issuance of State 
Board of Education Capital 
Outlay Bonds 

Comprehensive Safety 
Inspection 

Expenditures of State and 
Local Funds for Vocational 
Education 

Cash Advance Request 

Budget Recapitulation 
and/or Project Expenditure 
Report 

Monthly Report of 
Financial Transactions 
for CETA Funds 

Adult Education Annual 
Report 



11-1 



7-15, 1^-15 
1-15, 4-15 



7-15, 10-15 
1-15, 4-15 

As Required 

As Required 

As Required 

As Required 

As Required 



6-30 
10-15 

Quarterly 
Monthly 

Monthly 
8-15 



B,7 



B,22 



B.24 

B,31 
B,34 
B,35 

B,37 



B,43 
B.45 

B,48 
B,50 

B,52 
B,53 



32U 



B,3 



Obtained 

by 



Report 
No. 



Report Title 



Duo Date 
or 



Division 

Vocational 

Education 



Instructional 
Television 
and Radio 



DVE 007 

DVE 036 
DVE 393 

DVE 429 

DVE 435 
DVE 505 

DVE 516 

ESE 424 

ITV-1 {CE 126) 



IMTS Personal Data Form/ 
Prescription Data Form 

Student CAPS Registration 

Annual Cosmetology 
Educational Report 

CETA Special Project 
Grant 

DVE Impact Assessment 

Instructional Materials 
Survey 

State Approval as Training 
Agency for Veterans 

Occupational Proficiency 
Program Final Class Report 

Scheduling of Videotapes 

ITV&R OCO Equipment Grants 



As Appropriate 

As Appropriate 

I- 31 B.64 

As Appropriate B.66 

As Appropriate 

II- 15 

As Required 
As Appropriate 



Annually 
Annually 



B.67 



Florida 
Community 
Activities 
Association 

Center for 
Career 
Development 
Services 



FCCAA Survey of Athletic 
Financial Assistance 



Survey; Vital Information 
for Education 



Annually 



Annually 



Son 



ERJC 



B-4 



Obtained 
by 



U,S, 

Department 
of Education 
(NCES) 



Report 
No, 



Report Title 



Duo Date 
or 

Frogucncy 



HIGHER EDUCATION GENERAL INFORMATION SURVEY (HEGIS ) 



2300-1 Insti tutional Characteristics 7-1 

of Colleges and Universities 

2300-2,1 Degrees and Other Formal 9-15 

Awards Conferred 

2300-2,3 Fall Enrollment and 10-1 

Compliance Report 

2300-2,8 Residence and Migration 11-1 

of College Students 

2300-3 Salaries, Tenure, and Fringe 10-15 

Benefits of Full-Time 
Instructional Facul ty 

2300-4 Financial Statistics of 10-15 

Institutions of Higher 
Education 

2300-5 College and University 9-15 

Libraries 

2300-7 Inventory of College and 9-15 

University Physical 
Facil i ties 

2300-8 Adult/Continuing Education: 8-15 

Non-Credit Activities 



Paiie 



D.68 

D,68 
B,68 
B,68 
B,69 

B,69 

B,69 



B.69 



O FFICE FOR CIVIL RIGHTS - ANNUAL SURVEY OF PROGRESS IN 
IMPLEMENTING STATE-WIDE PLANS (THE OCR SURVETT 



U,S, 

Department 
of 

Education 



EEO-6 

Alb 

A2 

A3 

A4 
A5 



Higher Education Staff 12-5 
Information 

New Employees in Institutions - 12-5 
of Higher Education 

Employees of State Agencies 12-5 
of Higher Education 

Employee Retirements 12-5 
Resignations and Dismissals 

Employee Promotions 12-5 

Compositions of Governing 12-5 
Boards for Higher Education 



B,70 

B.70 

B,70 

B.71 

B,71 
B,71 



ERIC 
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B.5 



Obtained 

by 



Report 
No. 



Report T itle 



Due Diite 
or 

_Fre_ q uency 



Page 



OFFICE FOR CIVIL RIGHTS - ANNUAL SURVEY OF PROGRESS IN 

IMPLEHENTTn"G STATE-WIDE plans (THE OCR SUR^/EVTT^nt i nu ed ) 



U.S. 

Department 
of 

Education 



Department 
of Labor 
and Employment 
Security 

Florida 

Retirement 

System 

Department 
of Revenue 

Internal 
Revenue 



U.S. 

Department 
of 

Education 



Bl 

2300-2.3 
B3 

2300-2,1 
UCT-6R 



FRSM30 
DR-15 

W-3 

DFAFS27 



OE Form 
646 



OE Form 
574 



OE Form 
1072 



Applications. Acceptances. 12-5 
and Actual Enrollment 

Fall Enrollment and 10-1 
Compliance Report 

Financial Assistance to 12-5 
Students 

Degrees and Other Formal 9-15 
Awards Conferred 

Reimbursable Employers Quarterly 
Quarterly Report 



Florida Retirement System Monthly 
Payroll Report 



Sales and Use Tax Report Monthly 

Federal Income Tax Withheld Quarterly 

Transmittal of Income and Annually 
Tax Statements 

HEW Department Federal Quarterly 
Assistance Financing System 
Recipient Report of 
Expenditures 

Fisal Operations Report and Annually 
Application to Participate 
in Federal Student Financial 
Aid Programs 

National Direct Student Loan Quarterly 

Program: Report of Defaulted 

Loans 

Institutional Progress Report Quarterly 
of BEOG 

Student Confirmation Report On Request 

33:- 



B.71 
B.71 
B.71 
B.71 



ERIC 



B.6 



I'lOkll)^ ntPARTMKNT OF EDUCATION 
OFFICK m- KDUCATIONAL KAClLITll^S CONSTRUCT 1 ON 



ANNUAL ^m FIVE-YEAR 
CAPtTAL PROJECTS PROGRAM PLAUS 

ANNUAL PLANj 1979-80 
FIVE -YEAR PLANj 1980-61 THROUGH 196^-65 



Signature of Preparer_ 



Signature of president or Designee 



Telephone of Preparer _( )_ 



Date of Signature 



College 



OEPC 30A <CO-l) 
Exp, 9/1/80 
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TMST miCTTONS 

This report ts to be coraplctciL wlKnt*<l Jind Jntctli tlion quhmlcci^d by Hovt^mbcr 1* V)19^ 
to che FnctltctnB Dcvclopmcnc nnd Evfiluatton Sccdon, Offlci; Kducit tonn 1 Fnclltdr 
Construction, Florlcji^ Sc^^cc Department of Kcliif.fitlon* Tf» lliilwm»i*t'* , Florldni 32^01. 
Aliptoptlntc pJiBes may be duplicntc^d wbcrc adJLtlonoL pn^^cM arc; needed. 

SRCTTQN At AKWfAL PlJlN 

Fart A'l: 

[. Enter by fund source and na total of all funds all capicfil outlay fundi; brought 
forw:itd from previous years as either enctimbercd or unencumbL*red fis of Juno 30* l'?79. 
Encumbered amounts arc chose set aside or reserved In accounting records to covur 
apcclflc purchase orders or contraccr currently tn effeet iind unpaid. All qLhcr 
fUDounte iire unencurobered. PEBA/PECO funds co which a district ly cncttKM but which 
have not been recorded as revenue are co be included In unencumbered. 

Funds from special allocations of PEBA/PECO and allocadons ^or cooperative oduca- 
tiooal facilities (Chapter 235.195 Florida Scfituces) and for community educa- 
tional facilldes (Chapter 235. 2nC2)F*S . ) are co be included ae pare of cht? ?[:da/ 
PECO funds for the year in vhich th** allocation w^s made. FF.BA/PECO funds for 
libraty books are not to be included. PEBA/PECO Loans are not to be included 
Section A, Part A-1; they nrc to be entered in Sec^tlon A, Patt A'*2* 

The combined encumbered and unencumbered amounts for each fund source should agrpe 
with the fund balance Indicated in the Annual Financial Report (AFr) Summary of 
Plant Fund Operations (Schedule 6) ejtcept for SBE Bonds and PEBA/PECO Advances on 
Bonds, The amounts indicated as SBE Bonds Payable and PEBA/PECO Advances Payable 
in the Liabilities section of the Annual Financial Report (AFR) Balance Sheet 
(Ejthibit A, Part 2) are to be reflected in the fun<l source columns for SBK Bonds and 
the appropriate year of PEBA/PECO, 

The amount shovn encumbered (Line I) in the Total Column should equal the Funds Re- 
stricted for Encumbrances indicated In the Annual Financial Report (AFR) Balance 
Sheet (Ejthibit A, Part 2), 

The amount shown as unencumbered (Line 2) in the Total Column should reflect the 
combined Fund Balances^ Restricted and Fund Balances^ Unrestricted indicated in 
the Annual Financial Report (AFR) Balance Sheet (Ejthibit A* Part 2) appropriately 
modified by the amounts of SBE Bonds Payable and/or PEBA/PECO jVivanccs Payable. 

Enter by fund source i*nd as total of all funds the new capital outlay funds avail- 
able for 1979-80. The amount of new PEBA/PECO funds available can be obtained from 
the Facilities Development & Evaluation Section of the Office of Educational Factliti 
Construction. The amounts of new CO and DS and SBE Bonds funds available cnn he ob- 
tained from the Capital Outlay and Debt Service of the OEVC, 

Line ^ - 1 + 2 + 3 

II. Enter by fund source and as total of all fund?i the estlm.'^ted niraounty which will 
encumbered In from the unencumbered funds brought totvard trom prL»Vious ye,ir 

and from che cpaltal outlay funds for Iy79-'tj0. 

Line 5 must be Part of or all of but no greater than Lln*j 2. 
Line 6 Tnust be part of or all of but no greater than Line 3. 
Line 7-5+5 



in. Enter by fund source and as total of all funds the estimated disbursements for 
1979-80 from the capital outlay funds broui^ht forvard from previous vears an<I from 
the ne-j capital outlay funds for 1979»SO, : 
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Line 3 munt b<* part of or all i}f h\^t not r^n^nior tUnti tUi^ Coinblmil:! on r}r Lhuvj 
1 + 

Lino 9 mujit hi^ ]mrt of or nill of but no ^^r<Mtor tban M»i' (>. 



ii\> L taL out LhIV 



Lino 10 " 


B + 9 




IVi Enter by fund jumrce and 
funJn .iVfiLlablr Jant: 30. lOHO 
out Liy funiln brouf^h t forward 
fundo for 197'^-H0, 


Line 11 " 


1 + 5 - H 




Line 12 - 


2 - 5 




Lino 13 ■ 


6-9 




Line 1^ * 


3-6 




Lino 15 ^ 


11 + 12 + 13 + 


14 


Pjrt A-2: 







Enter Information eoncernlnR PEDA/pkCO Loans piirHii.mt to Chapter 235,221 ^ - 
in iiceordanee witb the Instruetlons for Part A-1, Indicate? the date of isEinc 
for each loan. 

Part A-3 : 

Each project planne<J for the year is to be reported separately. At itiatJt ton 
Pereent of the annual PEBA/PECO allocation must be exploded for correcting saCety- 
to-llfc lief Icieneles pursuant to Chapter 235,433(3) Ca) F, S. No library book 
Projects are to be included. 

Col i 1 1 List projects In order of preference as established by the college. 

Col, Define the project as It Is described In the Project Priority List (PPL) 
approved by tho State Board of Education. Specify the PPL number and Identify 
the date of the Educational Plant Survey or Survey AmmendiDent In which the pro- 
ject was recommended. Indicate the total anticipated final project cost for all 
Phases of the project for all years of the project. With the exception of safcty-tc- 
life projects, only projects that are survey recomtnended may be listed. 

Col, 3; List the amounts tstlmated to be encurabereil during the year by project 
phase : site, planning, construct Ion. equipment , 

Col, 4: List funds available for the project phase from sources other than the 
PEBA/PECO allocation of the year, PEBA/PECO Advances on Dondu and PEBa/pECO 
Loans are to be included here. Identify the fund i^ources. 

Col, 5; List the funds required for the project phase from the PEBA/PECO alloca-^ 
tlon for the year, 

CoK 6; Eater the estimated date of encumbrance for the project phase. 



SECTION FIVE-YEAR PLAM 

Complete one part of Section B for each fiscal year of the Five-Year Plan, IQSO-'Sl 
through 1934-35. Instructions artj the same as for Section A, Part A-3, 

SECTION C; COST ANALYSIS 

Col, 1: Enter the estimated encumbrances for 1979-^^0 from atl funds available. 
Group the encumbrances for all projects; by projLN^c pttast? category. The total of 
this column Is equal to the sxm of Section A, Part A-l* Total Column, Line 7 
plus Section A, Part A-2, Total Column, Line 7, The total for this column 
also Is equal to the total of the estimated encumbrances for all project 
phases of all projeets listed In Section A, Part A-3, Column 3, 
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2: Tntor the Ontltnatnd oncumbrnncofj Jor l9/*0-Hl from unoncumtiurotl fundn bnni^tit 
forward .ind cntLniiitcd tci Ul* nvatLiblt* no of Jimt* Jfi I9tt0, firmii> the cncumbr*mo.rn 
for :if I projects bjr prfrjt^ct phiiut? cntCRory. Th<. ttjL»ll for this cotumft Ifl ucjurtl to 
or IviJ!* thi^n the dum of Section A, Pnrt A-1, Total Coliimn* \Anv. 12 + Line U pLii» 
Soctlon A, pnrt A-2, Total Cohjmn, I.lno t2 + Uno lA . 

Cot. 3i Enter the estimated er-^umbrrtnces for 1980-81 from new capital Outl^jr funds 
nntlclpatod for 1*J«0-SU Croiip tho en<!^ii!ibrnnc^s for iiU projt^cta by project phnao 
Ccitegorjr. 

Col. i*i Enter the total for each project phase catoRory of the estimated encnrobrancn*! 
for I9fj0-3l from funds estimated to available and fnnds anClcIpnted. The total 
fnr this column Is equal to the total of the estlmatod encumbrances for all project 
phases of all projects listed In Section fl. Part D-1, Column 3. 



SECTION Pi SQUARE FOOTAGE ANALYSTS 

Col. 1: Enter the assignable square feet (aSF) of existing space in the Facilities 
Inventory as of June 30* 1979. Aggregate the square footagcs by space use category. 

Col. 2: Enter the assignable square feet (ASF) to be constructed fr<im estimated en- 
cumbrances made for projects during 1979-60. Aggregate the square footages by 
space u9e category. These square footages reflect the space to be built from 
estimated encumbrances indicated in Section A* Part A"l» Line 7; Section A» Fart A-2, 
Line 7; Section A, Part A^3» Column 3; and Section C, Column 1, 

Col. 3: Enter the assignable square feet (ASF) to constructed from estimated en- 
cumbrances made for projects during 1980-81. Aggregate the square footages by 
space use category. These square footages reflect the space to be built from esti- 
mated encuipbrances of estimated unencumbered f un *s indicated in Section A, Part 
A-1, Line 12 + Line l^ and Section A, Part A"2» Line 12 + Line 1^ and from estimated 
encumbrances of new capital outlay funds anticipated for 1980-81. These square 
footages also reflect the space to be built from estimated encumbrances indicated 
in Section S, Part B-1, Column 3 and Section C» Column 

Col- Enter the total assignable square feet (aSF) for each space use category 
of ejtlsting space and space to be constructed from estimated encumbrances made for 
projects by June 30, 1981. 
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It* KsCltnnCcd Encumbrances for 1979-80 
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III, Estimated Disbursements for 1979-80 

A* From Capital Outlay Funds Brought Forward 

from Previous Years 
B, From New Capital Outlay Funds for 1979-60 
Total Estimated Disbursements for 1979-80 
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TV, Estimated Capital Outlay Funds Available June 30,1980 

A, From Capital Outlay Funds Brought Forward 
' from Previous Years 

1* Eneumbered as of June 30, 1980 
2, tJnencumbered as of June 30, 1980 

B* From New Capital Outlay Funds for 1979-80 
1* Eneumbered as of June 30, 1980 
2, Unencumbered as of June 30* 1980 

Total Estimated Cipital Outlay Funds Available 

June 30, 1980 
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Tt» Estimated Encumbrances tor 1979-80 

\, From Unencunbered Funds Brouglit Forward 
from Previous Vears 

From New Capital Outlay Funds for 1979-flO 
Total Estimated Encumbronces for 1979-80 
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til. Estimated Disbursements for 1979-80 

A» From Capital Outlay Funds Brought Forward 

from Previous V'*ars 
B, From New Capital Outlay Funds for 1979-80 
Total Estimated Disbursements for 1979-80 
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IV, Estimated Capital Outlay Funds Available June 30* 1980 

A, From Capital Outlay Funds Brought Forward 
from Previous Years 

1, Encumbered as of June 30, 1980 

2, Unencumbered as of June 30* 1980 

B. From I^ew Capital Outlay Funds for 1979-80 
1, Encumbered as of June 30, 1980 

2* Unencumbered as of June 30* 1980 
Total Estimated Capitol Outlay Funds Available 
June 30, 1980 
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'Jit thh column |a prov^<fe * pf rlln^r^t d»t» Ihtlmlqhl ^tFt ct tny of tht prt^loul Ir^formil^on, or whrch would lfid>c«tt tny pr^orUltt lh«| ihould bt cooirdtrt d^ 
tndicftA tf tn Encifmhr»nC4 Aulkoritjtiuit for Pf-C\) f^rtdi or^ llio project hM betn rt cuivt d^ Atttch »ddil>On«| Inlorin^tion |f nt ct ((try. 
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oi riccomnic/MroNAi rAciMrir^i:oM5;iruJ(:nuN 
t]UAriir:FiLv iu:i'oni: c/m'iial uuilav fumi>s 



CtNttlAL irififMUCnoNS 

hniif*, rintMf riF SUME TO I^tON Ann DA IE MlIK n)MM MtlOW TOM FACM OUA11 IIMLY SUI1MJSSJOM. 



0»t 

OrtMjpr »&. 1^)80 

Jsn,(sfy 15. \\^^[ 

Afiril 1!;. 19ft I 

J\iW 10. l^>31 

iiif c<mtfct ll^rty Df^r*. C;ip<(v)l Outl^iy anti D^M Service imn. OOl/'Iftr Jt>/& if tlif rf urt nny qiit^iliant. 
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. rinl OitAtlPt Pdiltnit ^pfilftti^ft 30. 1980 
' Sf cnMif Oujtti^t fmfiiH) DfCiHit^r 31, L 
< fhitd OunttPt fmlhig M^i^rh 31. {98 1 
* Toutlh Oiinrlft foiliiKf J^mf 30, 19ft t 
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MOin AM IwhU mi (liti itn^n nrr Crt|iit4l Oiiirny rundi nml wJI hrt typlcnMy *ccnurtlPtl fi>i ihi * i:Ar>M KA^^tf; m ilrlinpi^ Ui "ArhMdrmfll Tiimli AvuMlr In OiiArl^f". 

nfr[MiTinNS 

n^i..».i irt, ti.M..^...i rd.»«ri;t«i.d ri u*^t A in in 7n\' rihiilii;iir»pinlv*»jiililik,tiii|HniliPtlbvl(twnrrJtE ml*) In ili^W ii(iM*'C(ttlfln io thitl Oi^V itimh \ir h^M Inr t i|*p 

IiMiicch ^1 llic Miiil frioluilrm Ton p^n riit ut MLt^illpnlHt^rnffil ff iiiiir^U tntr^pHprnflpil SAt^ty hi I |irn 
IPJPCl WtHllll llf ^iirtlll^f F n.iHifHs, 

iWncufntwfPil, Um^mvpil nnfAncp - iUwftt II. W, 31. T»:..... ^>..., AvnfUilft hiiiili llijii ntn tii«i»ii<:miilietPrl. mm* AiPfV(>il, m tinnpiMnfirlniM nml niri^ npfiM^il i^ ni*^ mitlim^r#i1 

AilihtmrtJil tumii AvmlaMr h* (hi^'t^f - (lJn#i 0. 13^ in. 341 h Jl^it f#r^ipl nl maw Of nrltHitnnsI IihhIi iW* tb#T*'*"* mmf^*'. Tirndiprt pn^r iwr» will i^pWl^ (tfO^iimlHl 

fur ftvh n CATJI nA!;|<;. ihrtt ti tpfmil^rl wl^n cmli^ rnvfriun of hindi tit ncintlly r^c^^td In tfin mi4 rtl hr>ml 
Inijpi. uif llio tl.ilv nl inir m lfi# dflfip wli^n lumli ttt if*:*tvftlH 

Enriimhrfpii In OifKiiff tr^fniAiPiH - (Lint i 11. IH. 3f>r ^ . . , ^ . ^ . . ' ■ ^ ^ , ^ ^ ^ Fitini-il^rl tmniifih if^t Aiiil , or fnipr^rcj In ARrnifH^n^f fPcntili dnring tli« tiifflrt^r In nnl^r to cnv^f i|if>ritip 

piMplijirt i>mWi, If cnntrA(!li fiurrtiitl^ |fi Alfpcl. All limih hip rnnirt|flff>cl tr^ tnCifrntirrtH hnlorf ntfiPMih 
vi\v fnr puifimd nl iliii rri>ifri. 

Eio^^d^'l i** Oii*»TPf - ILhi(*i B. t4. 70. ?ril% h * , rimth llMt nn» tppnt ni rrimfttrl In vmii riirrriiMiUfi(| fPCnrMi. 



COMrt JJ I M G iM^inUC MOMS 

CurfrrM Afimmi nuclqPt Rinc H' . ^ ^ . . ^ h ^ ^ . . ^ . ^, . , . ^ . ^ . ■ , . ^ . ^ -Itpfnid ditt fund f rcPMt nnniMi InMftT"! dUni ^v;iiloli1r ilir tfmp nf p-icN fppof L THpip il*lt Off not HiH m 

finlHinr^ii^ wjllf dni^ni fPininrd nri lifiri 7-^1^ iiflrfw, 

lofsl - Cflpiisl Orttidv Fiinrfi ^ |Liti*i 3 mirf 10)- h *L*npt 1, pi^jH liii# 3. (tm Ofllsncp TofwAid tiit i4cliiAld«M tfom Apnnsl FlnnnctAl nppml. il tiftiUWe J 

LmPi 37. 79 hi^sI Im*! 30* 

f rnSi OU An lEM Ifniiiflrtiom Inr Flrit Ou.i»(^f l*itpi( on l^npi 6, 7, *od fl irpHi^if lioei 3. 4, tnri 5 In BtlnoCt Fofwffd iny*ald 

Fir^l (|nnrr(!r pndiii^ I^AlnnrM nn lloM 9, TD, nfHl 1 1. 

h] t->n« 3 (or |irt(!i 3, 4, nifrl !il^ fthrt Nor fl, Icii Un« B, trfti»li l^npi 9. ID. »ftd 1 1. 
12T 1^1 3* P*iM l*n<» 7^ l#if Imp B, crprn'i ^'"^ 1^- 

SECOND OlJAn lEPr * - * * TMm.irtidMi lor Spcmnt Uii.irt^ riiitcl on linPi 13, 13. piid M iipH*iii l*o#i 9, 10, 1 1, tnf f*rO Oiwipt In 

yfplrl Sftrnriil Onjiftpf pnflfiHf IfAl^nrf i on lint i 15. 1C, Rfxl 1 7, 

ill I inpi 9. )fl. flrnl M. idifihnf 13, t#M liiifl H. mtujiIi linpi 15^ If .**nr 17. 

t7l l.iop 9. Hni linr 13, Ip^i linp H. prpiuli l^nf* IS. 

IllinD OUAP If P: * . * * IfHiii-jcfi'mi lof iMrd Oti;iMpr UitPil nn lhi#i IB. 19. »Mfl 30 tir>diit* Iflioi 15* 16. *nil 1 7 to» Stcond OnArtpf 

in yiplil I hint flirfirtn pmlfrK) h^ldnrt ^ nM Hhpi 31, 73. (tnd 33- 

01 I hiPi IQ. 1<^, ;ift<l 17, pliii Ime IK. Iph lirit 30, rr|iiJi1i Mopi 31, 33, i>nd 3:t 

t7> Linrt fi, pHii liufl 1*>, Ipii lint 70, Pi(iMU liiip 3L 

FOUniM OlJAniEn^* UitoMCiinnt ln» FmnlN On.iitpf l^itP-l on linti 34. 35, aiid Tft upd.itp Iimpi 31. 37. (tnd 3sl l«» l>mtl OimM*^» 

ii> y tpfd FnnriK DiMrfpr t\w\ ^t) iMlnnCfi nn lin^i 37. 39. 39. 

ni I inpi ?1. 33, nnd 33. |iUm linP 74. tpii It p 70, ttjii^ti lint i 37, 38, phtI ?9 

171 Line 31. Him MnP 3*1. Mhp 3^. pq^^li t^n^ 3 7. 

Ul Linpi 37. an, nnti JDfuUMli liiiP 10 
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^^11 ( f ^iinid on riMi will hp ry|iit.nTly nt rniiMlf d fn\ ttu pii rtmiKAL II rtS*^ I *|-HiictI Tiinftiw Iri ^^AtMtrlnrt^il Tumli AyntLiMn in th*,n((»r". 



tn r ENi irnN'; 

f m MNih'tvrl U.Jnpi 7. 9. 21. 

Mpiptvprt tiyi npiinttpil rpippriflii^irf - ft inpi A, UK 1ft, ?I*J ■ 



f nrwmMrprt iff Outurr \P iiinrnivfl^ - Mjnpt 7. 10^ Jfjl 



t t)Mru TlNr > tNST » ^IJC j IONS 

Tirrr^rM Anpunl BiHr|Pt - (Lti-^n 1) ^ ■ ^ 

tnul - Cuprisl OiHfi>v FMf>Hi ^ tLinpi ? (tf»<f ^0^ 

nn^r ouAriTtrr 

*;froNOOt»AnTtn 

TMiro oUARlcn 

FOirTUH oiJAnitn - 



■ AitiiiM^ili A^iiff* nr rpttt> tfl In nrmtitilJni) ff^r-nih Irt rnvr i^i^r Ihr fnrtf'hdip rnl'^i. nr rnnrt Arti r nr i'*>ir|y jn 
rfftit:i ntui uti|iii<>* 

^ riMuliPuriPMfly *inlVlrlpJiMi »mJ(M*i¥»(tw*^i f^np \u\r \u iln»!t pnn''''i**rtrfc M t»t(t» innii hr h^M h t n if^rririr 

ItiIIh* hnmlrttuihltilill iTlii-HfuoilHil M f U Pdf MlrtnoMI »f>4|trttPr| Irk »1P (t ¥ | .*>mlo l1 f>n ^I^r-'ly |n I tl^ |Hi.|^f |+ if>i'Mlil 
lift IntfttirFtil Irk Hill fUikifirnt^mk rii*iih Piif;iimhtpncp AUlfwiffj juioni Mtt^tivPtf hut Mfif put ikir^hftrrl v^rmM tiP< 
nl'ipi Pvnni|iT(t 

. AvuiIaIiV Utf»U i*ifl» (t*p kinonf'imihprpcl, uritr^Pt¥pi(, n» ihifhri"(iiiiti(*<l nmJ m^y m^t'lif'^ ^''V ^oifn+ijprJ p*n 

■ lh(t rftrri|it r>( n^w r>t [ti|r||i|nii.il |iiM>li ilnf * ifip |krj>ir rfiiat ipi, Tikiirfi r^n p'^Tl^ th»pfs vv-IMip typi^*!' V r-n»iilPl( 
fm mi nik AHCTIUA*. riA*lr!!, thnt it whpn TimmIi m rnp^mM hp tprntt|p<j wh^ri r*tp Ipi^* ^^t pr^niiipimt lififn ti+ 
irf^iyp t^H^^tt hit fipcn PtMlili^htrt Amf wliPro p^iiPMrriiiii cl Rf* ipcn-rTput .11 PvpFMltt pi l^nn m thry iftltill *4i 

'■i''*"! Htrtmili irifMMip f>» ilir pj^vnipi^i "1 idr PH|ipfirhiinp ntiy iittp v^"";' •* i*imp ftMmp litnp 

+ rn+m.tlprl jtmriin^tl iPt a^r \r nr fpn*tifpt| In An^fkinitir^q tpcorfti flurinij M'p Ti»*Tflpr iit orfl*r tf^rp* ir^'"''iP f*t*i 
rll.llt ^rifnt«, nt rntlTtDtrf^ tHrtfihllv ^IIfc^ All ftni-ft rfrniiflttprl tr> llP Pnrun th'^f pH h^TriiP p HpPiMl.iHi p t\t* 

■ rinitll ilisi arp ff"'** »Pt»^>Mrr| |r« your of^Pfrnnfinq trcotrll 



+ ftpf fMil (ht ntt Fpcprff jttinM.ll l}iiifT|pf tln'if n nvittLililp »^ i1>p ttrrtf nT rnch t^rtnrt T^p^p fl.iin htf ttit^ii m Iij^I 
unrjtHf WiL nm tc|H>i1cil nn Pinf^l 7- HO h^'l^w. 

■ ( tnPi 1, PTinj( Imp 3. (To* (l^ljincp T+jr^. »th( (t'^iiol rt^ts (r^ni Ar^nnul r»nn«cip( np(trwi^ iT ^Vri-Nhrp t 

l.ir>pt 77^ 711, 7*^ criit.ll Imp 30 

* |iflti^ai:lttitti hn FiM( (lit it t(*t liitcil nn ftnpi ft^ ". .Tir1 R iiiitsrc l(i>ci ■^^ unfl ifk (ItlT'^p r*>'^^i"^l Irt vi'''"^ f ir tt 
flnailPt PMtlinit (i,i'-incpl on (ttipi (p^ pml 1 (. 

HJ *.irip 3 lof linoi X ^. ""I* fiL pim linp ft. ^<*»i 1>"p piiitTli Ijnpi 9. 10^ snfl 1 1. 
^2J i-vttt X ^^'^f* 7. 1*** cqniU linp 9 

' f MniHirtinnt far Sfrrir^l On.ir t(ti liti^l r>n Knpi 12^ n. unrl M ii|kr1t|p (inn 10^ aiitI (fir 1 tf^l Oi+.tuci in 
yipfrl Sfrrrincl OiMr(tr pnilinti hnlAripp^ ffti Tinpt tft^ tfi, pi>fJ 1 
MI I i^tnt 0, 10, Aiitl 1 1, itliM Mmp tj, ki^ (tnp t^, PqiLnli lit>i»t 15. 1ft, p<m1 17 
12) Ltnp 9, ptiit hnp 13, (pti Imp 1^, pq^i.^k hnp ITi 

* It.iiitjtcMnnt in* MiiirP fhvMt#r ItrccP *>fi Nnn 111. 1^1, (tntl ?0 niwl itP t^ripi lf|^ Ifi, .iml ( 7 Jnt Snron-t* thi-ittri 
yipM fhttil Ou.i»(PF piMfMig Itilniicn (trt Mrn^ J (, ^nrl 23 

i() I mrt I1>, Ift. Aitit 17 r^liM Imp injpii Itfip 20. prfM,iti lm'<t 71. 77, »ml 23 
1?J I iit(? I'v fkhit Jf"' ir>JpMliiic 2rt, pq.Mli Mh' 2* 

-1rrinw»initi Tpr rpntih fltiAtrvr Ittipcl ph »wi 21, 2't, flnd 7(1 ^itnl.iTp (t^pi 7 *. 77. p.nl 71 'nt thtrf( "i^i in 
ytflif Toititli (litdtipt Piiffitiq liJit.turp^ nfi linpi 7^, Rnfl 7*^ 
i»> l.liiM 71, 27, jtnrP 73, fih i line 2^. Iph tmo Jft,Pf(ii.iH »tn*i 37, 7^. pnti 7<» 
(7 J I *i(n 2 V p'^^i rnuili (iito 7T 

LWiPt 2r, 2n. i»ml 7'lpr|iiA^t linr 3l», 
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M'»IF All ftimh nf( ihi» p^i^ will lypffrtfly j»f r-*((n**^c» (nt nrt AM iHfAl nAli'; diilhfpptpil liplrtT^ in "A-r-toif(P»,il » iiPiih AvniVtlplf' to OM.ifr**^' 



■ f 1^ rcii rP'i'y ,1V.til.ilplpJp1i( (ttttll'^d h)f Of *;nf Mil* in (h*ir PlPtilfmlit^rl iri lll.tf it\t-Y n**P|l h* (tl to* r |pP»itir lirojpf*! Jfir 

♦■-n t'lPit'f .MM r ,» 1 tli'r fhkip I pitiiPtiikL\ I ttftMpy (mini titrti-ppib pfp tiiktrff'll to ^p*PC*tir pf o|Prtl M M*P l»inr( fPli^littlim, 

t m ftcil ri ^ I ^ frilllti-fttO'il rt<i|iMrr'l In f'lt f^.^Tpiy Im 1 I|p fkr^tl^rh ihfitjff hp tfic(t>ripH in (hi t ctt^iif^r^i^nt 

TMPtrh tor hfM HiptfpP^Pirt iiMihMii/.MiiMti rf'r'MVPit bMt nM pnrtfMihf rpj w'"fM hp ppthr(tf»r pmmih^p 

- Av.^il.flktp f ppritU tUt\ Jirp iifipr^rititT(krr»i(, tirTrikt^'t Mr iiri^^tfii'miiiiAiP J tnf( rn^y Iia ^pptipct ff> Rny t^il^"' Pri ptnjprt I t^nftfvr n 
I'M.llrJ (MpmIi tsttiMiliMin inrttM^'ll hi-pp vtlirfH pp|iticn()(p 

. Mpfl m( r(»*vi *pr ntlifiHkiri.iT ittmU i*<»rp ihp fifint ^iHprlPT rnnr*! rn> ppifp ihrpn KwiM b* (yfikpM/ pr* mmipri (r* nn an A*; 

f 'MMAI ItArttrT, ihiif in1i«>4I Itit^iri ipvptttrp^ (if<^ rct^ntrfikff whpn ihp (pq^l ttr mnfr^iMFit fi^bt rpcpf«p cp^N (tm h^p-t pttpli 
fttsFt^'f Hi+if thfTf^rp riLlih't+1 ntf tvtitti\fti Hi pvpprm'i m lotin ti thpy rt^u'lt ht hplpifiitpi^ iivtf> ihniigh tNi ft«pf>ttt nt iht ftny 
r^k^Pti h( pvprtTihtMrp t^ixy 14^l^n ptitrp tt\ icpittp fiiftMP tiiii^- 

. r ^iTfi>.iti"il Hpniiiptiri ip( Atiilr nr rpipr fv>rl tit nrroMntioq tpcnrrh irMrii«t| (ht f|iisripr nr ctRt (n corpi ippcifie (Htrcltnm nrrlpn^ i^r 

f'iin*.u II riiMrnily in nit^rt. Alt f ti itrn fnhtii(pipU Tn tin finriihiliprpil U^tfttv pvfipmjoiifp riMtMimiol Ihii ffUttt 

I f ^Tii^U rli t( jsif» i|tnpf ft^ r''fir>r 'ill y^t^ir .iirrriMMfinti rpcnrct^ 



ri*rrPp( AftfMipl dMfllPl - U*<*fl 11- 

Iril.tl - Csmtj' flMtlay f^inrti llinpj 7 snrt lOl 

rmsi oi»ARf€n 



secon:) oirAtiTEn. 



IIMnDOUAniEM 



rnun im ouAniEn 



, fl*»rrtrTp l**p tPf*»nt fl*irni.il fiutiipt tl.it* '^v.ni.ihlf ai t(»c ^mip nf pjirh rf pnrt, Ihpii tliM trt ool *»<*if i*> httanong wr(h 

fl^lPlkt fh^t Mil I'MI^I 7 .10 llf III W 

K . I jflpi ,1, 'I, 5 Pf|i».il (inp 7- (I nr flsli'i' * (Mivs*rt tif* (tri«»( dst» Prom Apmul riittncttt tt#twft^ IF tttiftMt \ Ltnti 77, 78, 39 

Pr^MpI Ir^lP .10 

, } t iMiprtNttti fn* ri*i( OMartP* litiPrf nn Muni 7, tntl ffl tipdtit iWi J, 4^ tt^rf 5 ht |tpltnf»p rnrwttrl tn y^ttd Titit dftrtai trtil- 

iui^ 2 tf>i Ifripi 1^ aMif b^ pUtt finf* A. fpM lf(v« er)iti*ti M'>Pi 9.10. tr>cl I V 
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HKQUI^ST FOR APPROVAL OF ORDER OF rtllORITIES 
FOR EXPENDITURE OF STATE CAPITAL OUTUY KUNDS 



(COMMUNITY/JUNIOR COLLEGE) 



St^tQ Board of Education 
TaIlahafl3GG ^ Florida 
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In accordance with the provisions of Article XII Section 9(d) » the School 
Capital Outlay Amendment ^ and Section 9(a)(2)» the Public Education Bond 
Amendment of the Constitution of Florida, Chapter 235,435, Florida Statutes^ and 
and State Board of Education Administrative Rules based thereon relating to the 
order of priority of capital outlay projects financed from funds derived under 
the Amendments^ approval of the State Board of Education is hereby requested for 
the attached list of capital outlay projects. 



The Board of Trustees of 



certifies that this list of 



projects and the order of priority assigned are based on (a) a survey^ or surveys^ 

made under rules of the State Board of Education dated; , 19 > 

as amended J (b) State taw and the State Board of Education Rules relating to 
priority of projects ^ and (c) other pertinent information relating to capital 
outlay needs in this district* 

As said funds are made available^ th'' said Board purposes to carry out these 
projects as nearly as practicable in the order given^ subject to changes as 
provi'^ed in State Lav and State Board of Education Administrative Rules. 

Projects are placed in the proper category according to the following: 

I. Completed * when a Certificate of Final Inspection has been issued a 
project IS placed in the completed category. This project will be 
eligible for the expenditure of State funds during the fiscal year the 
Certificate is issued and one additional fiscal year thereafter, after 
which, it will not be listed unless there are outstanding encumbrances. 
Completed projects are identified only by PPL niimber and date of 
Certificate of Final Inspection . 

II, Under Construction - when a contract or purchase order is executed for 
a project, the project is placed in the under construction category and 
remains there until the Certificate of Final Inspection is issued. 

III. Planned ' when projects are in the planning stage and State Board of 

Education approval is being requested so that State Capital Outlay Funds 
may be expended on the projects, they are placed in the planned category. 

Adopted by the Board of Trustees of 
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SIGNED: 



(Chairman) 



ATTEST: 



(President) 



p-Hf 1^ 



lERlC 



OEFC 217 (CO-4) 

EXP. 6/30/SO 

Recura five copies Co: 



Office of Educacional Facilicies Conscruction 
Educational Facilicies Surveys 

B.31 



l>i luiHiiriti lit I JiK.tihHi 



SEE INSTRUCTIONS ON OACK Siibfiiit Itvo copit!! (utn ndHittonnl itiooU Mocnn^ry). 




ri.oinDA DiiCAUTMr.Nr or LoucArjoN 

Ol l-icr or LDUCATIONAL FACI LITUlS CONr, T HUCT»OM 
rUOJtCT PMIOUITY LLST 
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PROJECT 
PRIORrTY 
LIST NO. 



12) 

PRIORITY 
RATING 
LETTER 



DESCRIPTION OF PROJECT 



ESTIMATED 
COST 



ERJC 
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INSTRUCTIONS 

A, Projocti recommended in an oducotional facilitiei lurvev ate eligible to be placed on thii PI'L in order of priority at eitablished hy Flori- 
da State Doard of Education Adniintitcative Rulo GA'2 and Chapter 235.435 ns thov meet the following: 

1, "A" prioritv pfojects ar« eligiNe to be placed on the PPL immediatelv- 

Z "B" priority project) are eligible to be placed on the PPL only after ell "A" priority prbjecti and "D" priority projecti that are iden- 
tified at being funded at provided in 6A-2,20G(2) or 6A-2*206(3) have been lilted, 

3, "C" priority projects are eligible to be placed on the PPL only after all "A" and "B" priority projects hove been lilted 

Safety to life and health and sanitation projecti at identified in 6A-2. Part ML Section B and in the annual Compreheniive Safety Inipec^ 
tion are to be a^regated at one project on the PPL. or at Icait one project annually, 

C Projecti for neceiiary modification! for the phyiically disabled in existing buildings recommended for continued use in a survey report 
as provided in Chapter 255,21 Florida Statutes are to be aggregated as one project on the PPL. or at least one project annually, 

D, Projects for additional or replacement equipment for existing buildings that are identified as being funded as provided in 6A-2*206(3} are 
to be aggregated as one project on the PPL, or at least one project annuaMy, 

Projects for replacement of roofs of existing buildings as provided in 6A'2,205(8) are to be aggregated as one project on the PPL with the 
buildings identified. 

F, Categories of projects are to be listed in order of (1^ completed, (2) under construction and (3) planned. 

G, Columnar information: 

'Column 1 : Project Priority List number as specified by college 
Column 2: Priority rating letter as identified in 6A-2,206 
Column 3: Description of project as given in educational facilities survey report 
Column 4; Estimated cost as calculated by college 

DO NOT REUSE A PROJECT PRIORITY LIST NUMBER WITHIN A FIVE YEAR PERIOD, 

Submit five copies to: Office of Educational Facilities Construction 

Educational Facilities Surveys 
Knott Building 
Tallahassee, Florida 32301 



^^^^^ 1 ftonr.l f*f TnntPdit, _.. Jiiitlur/riflmnmtit^ 

Cf^Ufptf* >FL>rtil* 

TO i Filiicut tuiid 1 F(tcllltl#» !;Titv*y tJ^cttim^ Offlc* 

of rdMcitlOrt*! riit:llttle* ronittruttlim, 1>Pf»ii ri.mpnC 

A* Tit (n cr»rrl(trir- wUli Section 235* rtnrl^lii !it*tnt,*(t itafl Stut* mmrd 
»f CduOAthm Kitlpff t propofefl alts hp.pti fAt^ctrd nrtil 1" f^trtKp.r 

t* Thli propo«*a *lL(t id to b« 

" <lJ«i)ClfUaClcn) 
rsfflrred Ck in Ei]uc«ClonsL FnclLlCleA Stirvp.r R«[>'^*'1't dnC^d 

* t Supplenent 

19 ; OR 

2* Thl* (tlt« Ifl not r«coomend«d lo the qnrr#iit inrvayf but (tcqurJlnB 
to our lonji-Tinse plea** w» vould llk« to U4« It for 



^proPofi«d ui« of ilt«> 

ThU coordln*t«d *rtth_^ ^-^n^, 

"(pUnaing iSency) (month tnd yw^ 





CO provldt necflAsArf tr«ffl<: control 


inonch and y«ar> 
and safery devlcai required 




Aflre lunt ri«ch«d with 


m 




Ugency) 

CO provld* fire and pollc* prottctlon 


liBontN and yvar) 


6* 


Agreement nached wlch 


In 




(agency) 

for prliury md secondan^ acci** road 


^day and iwnth) 
a to ilt«4 


7* 


AKreemenC r#Ach#d wlch 


In 




tb) 


In 




(c> 


In 




(«g«ncy or 

for thfl provision of («) eUctrlcltr* 
dlaposalp 


0n-alte> Cday and qonth) 
(b) uter and (c) 5«wage 




Aareemint reached with 


in 




(agency) 


(day and ©onth) 



CO provide adequate drainage* 

(a> Eattiaatad Coet (abov« purchaae price) to ntaka alte u»able 
(grading* piling, on-alte wat«r/»everagi , etc^). 



(b) Soil teat (borlngi) Indicate aultablllty for building; 
Yaa . 

10* Slce free of rlghC-of*vay easraetitit ^es No Tf no 

explain 

11, Number of acres on slca J UlCloiate aCodenC capadCy 

If »lCe ia under alnlmuo fequlrcmenCa of SbH Adoln* Rule 
ftA2*]9* aCCach valver requeac* aa provided Iq SEE Reg. 
6A2*39 (iXb)* 



12* tfanie of city, conflBunlty, or aubdlvlslon_ 
13, Property lOi^jill/ knowi J* 



Description and location with respect to nearest streets or roads* 
shovn on attached sketchr (Include dlaenaloris, nearest naJor street 
or road* distances frna roads and streets ah own, ) 

It 18 requested thar this ilCe be Inspected by ■ staff meabeT ^ 
the Dipartoent of Education In order to establish eligibility ftrr 
Mpendtture of ScaCe Capital OuClay Funds aC this site. 
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President 



Rflquesr Initiated by rhe President *iho should complete 
Sections A, and S and C, and send three copies to che Educaclon^il 
Facilities Survey Secrion^ Office of Educational Facilities Const ru<:c Ion, 
DeparCrsenC of EducaClon, r\ 

OEFC 213 (CO-^) ■' - 

EXP: 6/30/8D 



B,34 



Ueport af *lt<i In^p^ctltm by Btaff mftntj(*r (a) : * 

if** The follovlnK mItlltlrmAl v.* "itM villi r^np^ct 

to th^ Infontintton glVfin Hi ^f^cctuit At 



15* A* Location feattires (Ve^* no or type) 

A*iJolti!i right of way of railroad 

AJJolrti rlJlht of way through highway 

Under fllRht pattern 

Adjacent to Factory 

Adjacent to property with Inretference 

to the school progratn by nolae odor 

Could be expanded 

Utilities available: Water 

Sewage Elec trie ty fr^g 

a* Physical features <yes or no) 

Well drained 

Reasonably free of mud 

Soil adapted to landscaping 

Soil adapted to physical education purpose 

Shape of site adapted to school purposes 

Adequate street access for bus traffic 

Adequate street access for auto traffic 



16* Right-of-way restrictions: 



17, Date of Inspection 

Inspected by 

t* Action by Office of Educational Facilities Construction ** 

Based on Information furnished hereon and other survey rect^rds this 
site (is) (is not) approved as « suitable location for: 



(proposed use of site) 
and Is approved for expenditure of State Capital Outlay F^nds^ 



Stipulations; 



Ralph D- Turlington By 

Conmlsslofter of Education Date 



*The Educational Facilities Survey Section will arrange with a staff member 
for making the Inspection and will furnish him with one copy of the 
Inspection request. Section t) Is to be completed by the Inspector anJ 
the copy returned to the Educational Facilities Survey Section, 

**The Educational FaLillties Survey Section will complete the report and 
distribute: One copy to the requesting boards one copy to the Survey 
Section flle^ copy to the Architectural Facilities Planning 

Section, 



OEFC 2ia (CO-51 
EXP: 6/30/80 
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RESOLUTION 

THE BOARD OF TRUSTEES OF JUNIOR/ COMMUNITY COLLEGE 

REQUESTING AN EDUCATIONAL PLANT SURVEY 



BE tT RESOLVED, THAT: 

The State Department of Education is requested to arrange for a survey 

to determine the educational plant status and needs of this Junior/Community 

College at an early date, 

2, The Board and President oi the College agree to; 

(a) Take every step practicable to assure full cooperation of faculty, staff, 
and patrons in carrying on the survey 

(b) 1, Pay the travel expenses of members of the survey staff from their 

respective places of employment to the college, necessary vicinity 
and return; such travel to be paid on the basis of standard state 
mileage rates plus necessary toll charges, if any, or actual cost 
of conanercial carrier 
2, Pay living expenses of the survey staff memebers from the time of 

their departure to the time of their return on the basis of standard 
state per diem rates. In exceptional circumstances it may be 
Qa^essary» by prior arrangement^ for the collrge to pay actual 
living expenses of the survey staff in those instances vhere 
seasonal costs are so high that standard per diem rates are not 
adequate to reimburse actual living expenses 

(c) Provide transportation for members of the survey staff for visiting sites, 
campuses^ and carrying on the necessary field vork 

(d) Provide accurate and complete demographic information data on students* 
information on present buildings and sites* and other information needed 
by the survey staff 

(e) Provide necessary clerical assistance for the survey staff 

(f) Pay the travel and per diem expenses for non-DOE personnel involved 
in subsequent supplementary surveys, 

3* This request is wde by this Board with the understanding that the State 
Department of Education will: 

(a) In agreement with the President of the College, set a date for the 
field work of the survey as soon as practicable 

(b) Arrange for a well-qualified survey staff to study the educational 
plant problems and needs of the college in cooperation with the 
college officials and interested patrons of the college 

(c) See that there is prepared and presented to the Board a written report 
of the findings and the recommendations of the survey staff 

(d) Cooperate with the Board and the President ^f the College in explaining, 
interpreting, and implementing the survey report 

(e) Pay the travel and per diem expenses- for DOE personel involved in 
subsequent supplementary surveys. 

Adopted this day of , 19 by the Board of Trustees 

Junior/Community College, 

ATTEST : S igned : 

(Chairman of che Board) 

3S,i 



(President of che College and Secretary of the Board) 




OEFC 093 (CO-6) 
EXP. 10/1/80 
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APPLICATION AND CERTIFICATION FOR ADVANCE FUNDING 
FOR SPECIFIED PROJECTS FROM THE PUBLIC EDUCATION 
CAPITAL OUTLAY AND DEBT SERVICE TRUST FUND BY THE 



The secretary of the board* acting on behalf of 



, hereby requests advance finding from 

the Public Education Capital Outlay and Debt Service Trust Fund as 
authorized by Section 235.221, Florida Statutes and Chapter 6A-2.44» 
State Board of Education Rules* and the attached resolution approved 

by the board of , This action requests an Advance 

Funding Encumbrance Authorization from the trust fund, to be effective 

on » or as soon ds possible thereafter* in 

the total amount of » to fund projects identified 

as follows: 

PPL or Project Amount of 

Identification Advance Funds 

Number Proiprt N;^mfi R equested by Project 



The evidence and certifications required with the application by 
Section 235,221, Florida Statutes and Chapter 6A-2,44» State Board of 
Education Rules* are listed below, and have been completed as a part of 
this application together with the resolution of this board authorizing 
this request, 

1, Evidence that the educational plant or fixed capital outlay need 
has been authorized by law* 

2, Evidence that existing cash will not provide the resources necessary 
to finance the construction of the educational plant or the fixed 
capital outlay need* 

3, Evidence that the requested advance does not exceed seven (7) times 
the current allocation as provided in Section 235.435, Florida 
Statutes. 

4, Evidence that the requested advance when added to the district's 
current fixed capital outlay funds available will provide sufficient 
funds with which to fund the above needs, 

5, Evidence that Phase III plans and specifications have been submitted 
to the Office of Educational Facilities Construction. 



Attached is a schedule of the estimated encumbrance dates and amounts for 
each phase of each project listed above, and a schedule of the estimated 
cash disbursements. 



Date; 



OEFC 092 (CO-7) 
Expires 10/1/79 
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District; 



By: 



vmm:r i-^wim- 'iv ^umm Mwma- \mnm ^ (Attaciwiu n 

Ihis lonn i;i luniislril to siqijily uviiknico fur pmjoct^ ipr wliieii iulviinct' niiu!iuji is m|ik::Utv! itiulor jirovisinns oT Sect itnr j^ri. i/lV l' I«j alii ' 



i'n\Toct Itk'nt i Jjt;;;! 1 1 oil 



MA) 



1 ID 



inn 



Tot;il Cast of 
P i'oj c\' t _ 



to 



Estimated Total Cost oi Tioicct? 
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PROJECT EVIDENCE TO SUPPORT ADVANCE FUNDING - (Attachment U) District 



This form is furnished to supply evidence for projects for which advance funding is requested under provisions of 

Section 235-221, Florida Statutes and Chapter 6A-2.41, Stato Board of Education Rules, listed as items 1 and 5 of 

the attached Application and Certification- r.4.^^.*.^j 

Estimated 

Date Phase Amount of 

Project Identification Date of Date of III Plans Advance 

PPL or Project Survey PPL Approval Submitted Funding 

I, D. Number Description on PPL or Project I. D. List Recommendation by SCE to OEFC Needed 



Estimated 
Total Cost 
of Project 




Z 2(D) 



2(E) 



Total Amount Requested 



fLstimated Total Cost of Projects 



3SS 



^ — . 0^ 

I ^ 

— ' o 

o <u 

LU X 
O LU 



3(B) 
3(C) 



3(D) 
3(E) 
3(F) 



Fund Source(Identify} 



FINANCIAL I ^ 

Th-e -p ■ u 'i.*. I " Pi strict 

s2ctinr?%i%pi "'ni^?/'^c4.^t''^.^°^^^^'J°""*^ of Advance Funding rociuostod under' provisTonV of 
^^^nnncn f ' . ' Statutes and Chapter 6A-2.44, State Board of Education Rules, in 
response to item 2 on the attached Application and Certification. 

Available for Capital Outlay 
Encumbrance end of preceding 
quarter (form OEFC 351 or 
form CO- 3) 

Additional Capital Outlay 
Funds authorized or received! 
to date in this quarter 
Capital Outlay Funds i 
encumbered to date in this 
quarter (identify by 
project) 



Total all Capital 
Outlay Funds 



Net Capital Outlay available 
for encumbrance this date 

Additional Capital Outlay 
anticipated this Fiscal Year 

Amount reserved for other 
projects (identify) 



3(G) Net Amount available for 
projects of this Advance 
Funding 




District 

Fin.AN CIAL EVIDENCE TO SUPPOR T ADV ANCE FUNniNG *(AttQChmGnt IV) 



This form is submitted for the total amount of Advance Funding Requested 
under provisions of Section 235.221, Florida Statutes and Chapter 6A-2.44, 
State Board of Education Rules, in response to items 3 and 4 on ^he attached 
Application and Certification, 



(A) Amount of request for Advance Funding 
(equals attachment II, l^ne 2(E) ) 

(B) Amount of Current year allocation from 
Public Education Bond Amendment (does 
not include special appropriations) 

$ X seven (7) 

NOTE: Item (A) must not exceed item (B) 

(A) Amount requested for Advance Funding 
attachment II, line 2(E) 

(B) Met amount available for projects of 
this Advance Funding (attachment III, 
line 3(G) ) 

(C) Total available for projects of this 
Advance Funding (line 4(A) plus line 
4(B) above) 

(D) Estimated total cost of projects of this 
Advance Funding (attachment II, line 2(F) ) 
mvjst equal line 4(C) above) 
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RESOLUTION OF THE 



WHEREAS, Section 233.42, Florida Stiitutos, authorizes and establinhos 
a trust fund known as tho "Puhlic Education Capital Outlay tind Oobt Sorvico 
Trust Fund,** 

WHEREAS, Sectioi 233.221, Florida Statutes and Chapter 6A-244» State 
Board of Education Rules, authorizes the makinc) of monetary advances to 
boards, including the Board of Regents, for financinr) authorized capital 
outlay projects from the trust fund and, 

WHEREAS, this board has determined that there is a need for the capital 
outlay projects identified as; 

PPL or Project 

I dent i fi cat ion Total 

Number Project Name Cos t 



and, 

WHEREAS, at the present time this board does not have sufficient monies 
to finance the cost of the educational facility or facilities described above; 

NOW, THEREFORE, be it resolved that the board hereby makes application to 
the State Board of Education through the Department of Education for an advance 
as provided in Section 235.221, Florida Statutes and Chapter 6A-2.44, State 
Board of Education Rules, and that said application shall contain all of the 
requirements as specified by rule and law. A copy of said application with 
the required evidence, certifications and listings are attached hereto and 
made a part of this Resolution as if fully recited herein. 

Be it further resolved that monies received from the advancement will 
be expended only on the projcct(s) for which advance funds have been approved. 
Monies from the advancement will not be requested to cover monthly capital 
outlay disbursements until all current funds available which have been pledged 
to the projects (s) have been expended. Any funds found unneeded will not be 
used and it is agreed that the State Board of Education will reduce the amount 
previously approved for encumbrance. 

Be it further resolved that this board shall repay the amount of said 
advance plus accrued interest, if any, to the trust fund from capital outlay 
funds that are allocated to the agency from the trust fund* and the Department 
of Education is authorized to make said deductions for the purpose of collecting 
said advances. This board hereby waives eighty percent (SOX) of future annual 
allocations until the total amount of the advancement is repaid. 

IN WITNESS WHEREOF, the parties hereto, by the undersigned, authorized 
to bind said parties, set their hands on this day of , 19 . 



WITNESSES 



ERiC 



3'^ 



By: 



Title; 
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SHCLT 



-of 



St. ii i IlinhU 

[ Ih'^ ij* 4 lor^M m1 I lIi ' ' 

KAii'U it litJiiiK 1 I 



INSPECTION OATt 



INSPEC TOH 



COMPHEHENSIVH SAFETY INSPECTtON 
^, STATE BOAMD or EDUCATION , 

ADMINISTMATIVE MULt CA 2 PAMT 111 SECTION U 

FISCAL YEAR 
1979/1980 

PLEASE PFtINT LEGini.Y OU tJSt TVrL-WHlTEH 



SCHOOL DISI HICT/COMMUNI I Y COI L! («f 

^f;cH6oL7i aCilit V/campms 

~^l-"i;S.M7F.IG.E.NUMltCH"" 



ERIC 



OEFC 207 Ej<p,&-3O80CC CO S EbP. 6-30-60 
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y 


LOCATION 


1 siiMArtn 

COST 

r^TE c only 


01 MCICNCY [)tT>(:fnrTI()N 
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I^CXJM 

NO. 
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INSTRUCTIONS FOR THE COMPLETION OF THE 
COMPHEMENSIVE SAFETY INSPECTION REPORT 



INSI'LCTION date: 
INr.fM.CTOk 

SCHOOL DISTRICT/COMM.COL. 

SCIIOOL/FACILITY/CAMPUS 

F.I.S.fL/F.I.C.E.NUMBERS 

ADDRESS 

6A-2 RULE NUMBER 



6A-2 RULE SUB. PAR. 



TYPE 



The month* day* and year the inspection wa^; 
completed. 

The name of the certified inspector makinr) 
the Inspection. 

The fiscal year in which the inspection is made. 

The name of the local school district or 
community college. 

The nanic snd address of the individual school* 
facility, or campus being inspected. 

School Districts use their F.I.S.H. number. 
Community Colleges use 990, plus their 
F. I .C. E. number. 

School, facility, or campus address. 

Enter the rule number of Chapter 6A-2. 

Example - Rule 6A-2.77 Electrical - put 

only 77 in this column, as 6A-2. is always the 

same regardless of the specific rule referred to. 

Enter the subparagraph of the specific rule 
referred to . 

Example - Rule 6A-2.78 sub. par. la - put only 
la in this column. 

(If no subparagraph number is required to 
describe the deficiency, leave space blank.) 

Enter the appropriate type of deficiency - 
M, 0, C- as defined below; 



M - Maintenance of Plant . Consists of those 
activities that are concerned with keeping 
the grounds, buildings, and equipment at 
their original condition of completeness 
or efficiency through repairs. 

0 - Operation of Plant . Consists of the house- 
keeping activities concerned with keeping the 
physical plant open and ready for use. It 
includes cleaning, disinfecting, heating, 
lighting, communications, power, moving 
furniture, handling stores, caring for 
grounds, and other Such housekeeping 
activities as are repeated somewhat regularly 
on a daily, weekly, monthly, or seasonal basis. 
Operation of plant does not encompass the repairs 
and replacements of facilities and equipment. 
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LOCATtON BLDC* NO. 



LOCATION ROOM NO, 



C - Cjipitfli Out;i;iy^ I'xpendLturoM for the 

/K:f|uinition of CIximI ^ii^jhuLh or luiditlniiH 

flxctl ^iMfK^^trt* Tlioy are uxpuiuJitiirut* 
for Xnnd or cxlatiiij^ biiildiii{;B ; improve" 
niunts) of ffrounda; construction oL" buijdin^rtf ; 
jidditionf^ to buildings ; initiai cH|iii])tnont : 
;uid additional equipment, 

Enter the btiiiditij^ number in wliLeli the deficiency 
itj FountL 

*See notuM 1, 2, 3» and A, 

Enter the room nnmber in which tlie deficiency is 
found * 

*See notes i* 2, 3* and A, 



ESTIM^MED COST 
(TYPE C ONLY) 



DEFICIENCY DESCRIPTION 



Enter the estimated cost to the nearest dollar 
of removing the deficiency of a capitol outlay 
nature only (Type C) * Do not enter cost 
estimates on Maintenance and Operations items* 

Use this column for information required that 
will describe the deficiency. 



^NOTE 1 



*NOTE 2 



*NOTE 3 



*Note A 



When the same deficiency is found in several locations throughout 
a building, put in the building number ^ind 0000 in the room 
number column. This will indicate that the same deficiency was 
£ound throughout the building. 

When the same deficiency is found in several buildings throughout 
the school, facility, or campus, put 00 in the building number 
column and 0000 in the room number column. This will indicate 
the deficiency is found in numerous buildings* 

Wlien a deficiency is found on the site, put 00 in the building 

number column and put the applicable code listed below in the 

Room Number column. 

Playground or Athletic Field - 9699 

Driveway or Parking Area - 9698 

Landscaped Area or sidewalk - 9599 

When a deficiency is found on the outside of the building code 
in the building number and put the applicable code listed below 
in the Room Number column. 
Roof - 8089 

Walk - 8088 

Covered Walkway - 8087 
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FLoniDA Drt'AMrMCNT OF EDUCATION 
Off ICE OF THi: CDMPTIIOLLUM 
EXFCNDl ri'HLS OF STATE A LOCAL TUNDS 
FOH VOCATIONAL EDUCATION 
FiKjt WtM Eiitllou JtiiT* 30. 1070 



DAUll*|H>rt F^ImI^ 



Rtturn lolh* Olfka of tUt Coii>piroll«r, Mooirt 124 KnuM MuiUling, TdMoUjiutf^ Flufjjjt 31301 not hiar ^i^a^^ Au^miI 31, 



P^OQFtini^ 1^ ci ^on 1/ Act 1 v It i d i 






^PfAKlNfl Aim ITT 


Anil A4.1 viL r 


ni-oiH Art 


rotAU 


SECTION 110 ■ TOTAL 














1 + Vocttiddl E(J+ PfoyTJinii 











— ■ 




I ^ Work Study 




^ 










3 * CoOfMrttlV* 














4 * Enefgv 




^- 










5 ' CofiilfUctiofi 














G + PllCArtfdfil S^f vicqi 














7+ Iriduilriil Aflf 














8^Su|jpori SfifVn for Womto 














9 ■ Day Car* Servicei 














10 * DitpldC«<t HoiTtertiaiiAM 














11 ■ ConliacletJ Inttruction 














12 ' Admiriiitraiion 














SECTION l30 TOTAL 














1 * Rflicvch 














I* Ex^rnpltfy 














3' Cuiriculum Dev*lopm*nt 














4' Gutdinci Si Countelffig 














S ■ Pritcfvice & ln>efvic« 














6^ S*H 














7' Admini»trative 




























SECTION 150 * TOTAL 














1 - in»tr action 














2 ' Ancihirv 














GRAND TOTAL 














CEATlFlCATlONr 


1 hcTiby ceftity thjt thi» report iccurately feMecti alt «Hp«Mditure> ot itate and local fundt lor Vocation*! Ediication duiing FV l9_-_. 


Fiic«l Offrc«r 


Diitf ict Siiperinttmient/ 
Prejidflnt/Aflency Heid 


VocatronjI Dir«ctor/D*in 



(Instructiont on Rflvaru Sidt) 



ERIC 



1979 ANNUAL VOCATIONAL LDUCATION MNANCIAL STATUS flETORT 

Jhfi (lurposn of tl>ii form is |o c<^l1rct iLitii on sttilt' iiiul loc^il fiMi<h rK^H^iKjril foi vuctitioritil fMluc^ttmn l>v f'<i^ l> loc;il rducii- 
tK>ncil d(jt*ncv, 

Thr informi>nori rrnortud horoin will fiiUill tin; roriuifonioiits of SoClinn *ttu\ itrvAnut ^0H of ihr I^L. *>4^B?: writ 

i!s Suction ^37 of GEPA m P,L, 93 3ft0, 

S< ?cttQfi 1? Q 

Lino 1 " Entor I<»tti1 instrdctionitl (?xp(^n<riturf?s of stJtc* tiiul tociit furuh for tilt ctxtr.Tl tircxirtirns cif voctitinniit oductition 
as identified in FIcirtdii Vocnfioii.il Eclucntton lnfr>rm«!tifin SysliTn^ I Tm rnn nonfiLMcniUcil, tiJnj<?s 14 ^5. 

Line 2 ^ Enter totdl oxponditun^s of stdin {in<l local fiinrU for voctilionot \fliork stitdy pro^TtUUs. Amount must not hi; 

loss tli(in iivcrdfic jininiiil oxnonditiiro f(»r work study nronr^ims of u lirhiljr cfijiitctrr durnK) xlui iiumi pr(*coding 
fisci>l y/ttiir%. S«'« P.L, 94-482; Stsction 121 ; PijriHjrijpfi 

Line 3 - Enter totnl expenditurfls of state iind local funds for cooperative vociHionai ediJC.UitMi ijrtinriMiis * (M, 94 4R2, 
Section 122. Incliule n ncillory servici^s as defiiietl in Sect mil 122, P;ir;i(jraph D. 

Line 4 ^ Enter total expundi turves of st^ite anr) locid funds for energy educoiron. 

Lino 5 ' Enter total expenditures of stale and local funds for construction for vocational edtication schnul facililies. 

Line 6 " Enter total oxpenditiircs of state nnd local funds for plaCt^rriont services for sliicients who hnve sticc(?ssfully 
corriplatcd vocational education programs. 

Line 7 ^ Enter total expenditures of state and local funds for industrial arts profjrams that assist in meeting the 
purposes of P,L, 94-482, 

Line 8 - Enter totat expenditures of state and local funds for support services for womet^ who eiuer programs tie* 
signed to prepare individuals for employment in jobs wnich have been trddttionally limited to men. inclu- 
ding counselrng. as to tho nature t^f sucn programs and the difficulties which may bo encountered by 
women in such programs, and job development nnd |ob follow-up servicos. 

Line 9 - Enter total expenditures of state and local funds for day care services for children of students in secondary 
and poit^secondary vncational education Programs, 

Line 10 " Enter total expenditures of !ttate and local funds in vocational educ^ition fnr: 

Persons who had baen homemakers but who must seek amploymant because of dissolution of marriage 

b) persons who are single heads of housaholds and who lack adequate job skills 

c) persons who are currently homernnUers and part-time workers but who wish to secure a full tima job 
(d) women who are now In jobs which hava not been traditionally considered job areas for fcmnles, and 

men who are now in jobs for males who wish to seek employment in job areas which h*i^c not been 
traditionally considered job areas for males. 

Line 1 1 - Enter total expenditures of state and local funds for instructional services provided under conrract with 
private vocational training institutions. 

Line 1 2 - Enter total expenditures of state and local funds for salaries, travel, equipment, supplies, communications, 
utilities, and other related expenditures for administration, supervision, and evaluahon attributable to voca^ 
tional education under subpart 2 of P,L. 94-4S2, 

Section 130 

Line 1 - Enter total expenditures of state and locaf funds for research programs as described In Section 131 of P.L. 
94-482, 

Line 2 - Enter total expenditure:; of state and local funds for exemplary and innovative programs a^ described in 
Section 132 of P.L, 94-482, 

Line 3 ^ Enter total expenditures of state and local funds for curriculum development Programs as described in 
Section 133 of KL. 94 482, 

Line 4 ^ Enter total expenditures of state and local funds for guidance and counseling services, programs, and 
activities as described in Section 134 of P.L, 94 482. 

Line 5 - Enter total expenditures of state and local funds for preservice and »nservice training rs deicnbod m Section 
135 of P,L. 9^432, 

Line 6 - Enter total expenditures of state and local funds for overcoming sej( stereotyping * nd bia^ in vocalional 
education. 

Line 7 - Enrer total ej(penditures of state and local funds for salaries, travel, equipment, supplies, communications, 
utilities, and other related expenditures for administration, supervision, and evaluation arTrioutablc to 
vocational education under subpart 3 of P.L. 94482. 

Section 140 

Enter total expenditures of state and local ej(penditures for special programs for tho disadvantaged as described in 
this section of P.L, 94 482. 

Section 150 

Line 1 - Enter total expenditures of state and local expenditures for instruction in consumer and homemaking 
education as described in subpart 5 of P,L, 94 482, 

Line 2 - Enter total ejtpenditures of state and local expenditures for ancillary services, activities, and other means 
of assuring quality in all homemaklnt; education programs such as teacher training and supervision, curric^ 
ulum development, research, program evaluation, special detrK^nst ration and experimental programs, devel^ 
opment of instructional materials, exemplary projects, provision of equipment and administration and 
leadership. 
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Fonn FA-13 

DOE Comptroller 

Revised 2/77 



Original Forecast 
Amended Forecast 



FEDERAL CASH ADVANCE FOMICAST 



AGENCY NAME 
AGENCY CODE 



FOR THE QUARTER BEGINNING 



4. 

5. 



Outstanding Federal Project Allocation 
Balances as of Beginning of Quarter 

Estimated Cash Needs for Quarter $_ 

Less; Estimated Cash Balance at 

Beginning of this Quarter S_ 

Additional Cash Needed for Quarter 

Amount Needed for: 1st Month* $_ 

2nd Month* $_ 

3rd Month* $ 



TOTAL NEEDED THIS QUARTER 



*If your cash needs for any month should 
vary from the amount ycu estimated above, 
submit an amended FA-*13 to cover the 
revised need no later than the 15th of 
the month for which you want the amend- 
ment to be effective* Any amendjnent: 
received after the 15th of the month 
will result in the requested amendment 
being reflected in the next month's cash 
advance draw. 



Finance Officer 



Date 



DUE DATE: This forr, is due on or before the 15th of the month preceding 
the quarter that this forecast covers. Any forecast received 
after the l5th will result in a delay in drawing your warrant 
for the first month of the applicable quarter. 



SUBMIT TO: Mr, Ted J, Meredith 
Comptroller 

Department of Education 
Knott Building 
Tallahassee, FL 32304 

FA 396 



State of Florida ^t^^^i^ 

Depaameni of Educaiion *f % 

Tailanaswft, FtOfi<ia !I ftjj^i 
RarPh D- TurNagtort, Commission er 
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3pw 



INSTRUCTIONS FOR COMPLETING FA"13 



1, Outstanding Fedaral Project Allocation BalancoG (Account:; Iioceivablii 
From DOE) a2 of Beginning of Quarter, 

Enter the total of all Federal Project Allocation Balances 
as of the latest date available, 

2, Estimated Cash Needs for Quartc;r. 

Enter your estimacti-A cash needs for the next three months, 
3- Estimated Cash Balance as of the Beginning of this Quarter. 
Compute as Follows: 

Cash Advance Balance as of the 15th of the 

month preceding the start of the new quarter $ 



LESS: 

Cash Due to Other Funds $ 



Invoices to be Paid within 15 days $ 



Payrolls to be Paid within 15 days $ 



ADJUSTED CASH ADVANCE BALANCE 

(Enter This Amount as Item 3} $ - 



4. Additional Cash Needed for Quarter 
(Item 2 less Item 3) 

5- Indicate how you need to receive the amount arrived at in Item 4 above* 
The three monthly disbursements must total to the amount shewn in item 
4 - 



NOTE: Timely FA^l reports will eliminate delays in your receiving these 
amounts on or be fere the 10 th of each month _ Reasonableness of 
amounts in relation to project allocation balances will avoid 
questions that might cause delays* 



*I f revised cash need is because of new pro j ects , include thesa projects 
'as a part of the total in item 1 on an amended forecast* 
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Tf*rmlfiatifUi FJat« 



SI*i:CIAL f'HOGMAM FUNIJS 
IJUDGrr nCCAriTULATION ANO/OU r^HOJtC 1 



Dktrlct/Ag«ncy Number 
^('rograni Number 
^Projecl Nu*iib«r 



{ ToU( Project DolUri 



0) 


Ate mini Dt 
Ohlact No^ 


(3) 

N^mn uf Account 


w 

Uuclunt AMiolint 


As lit f f 




(7J 

Currtnt EitPtndhuf* 
Rfiportvct 












































































































































1 




































































































































^S^S5S;'"¥^n5®3^ Caiumn TOTALS (CompMf on J.ijr pj^t only) 










>.L^\.-;. 


1^ 


^ t9J REIMBURSEMENT PERCENT 

ra^^^ 


% 












tiOl TOTAL FEDERAL FUNDS 











t herahv cA^tiN thjl I hjvA fvviewed this repart and that tha i1«ms thown herein Atv pmp^^Uy cljjstfifrd KcardfnQ ta thit OislnCt VA^trncy't curri^nt chart at KCaunls. tMt dril th« evPenditurH included >n 
Ihts raport iN^ift abliflatfld for suhwQuent la Prai#Ct apprav^l tlJla And prtar to the l^rnunation datAr that *\} ewf^f.nfltturtsi hdvn b«un nudf m Kcord.^nce with ^l>PhCAl>l« Itws and rCQutatians 'nd w«r« in' 
eluded an the -ippravJt mdioted jbovv, thAt na prior r^pOrt hat baen m^lf* far Any item reported » Curri^nt eirti^nd.tutct jnd ihat alt invt»ntotV >t'-ini Mictudcd hf^rcin h Avff been prOperiV ffi1«nd an th« in^ 
ver-lory recnrdi « r^QuirCd by ihe F larrda Siatutn I funher cejiifv that none af the ejcpenditur^s reported herein w>M h\' use J for mdtchinQ furtds i>n thit or my t»1hcr special pro^Kt, ind tMt All recordi 
rer^ij'V to tutHUntiJl* this reoort sre on life Jnd av Amiable far revievr Ai neC»iArv by Slita «nd FedArjl Monitoriitj Suff, 



FA 190 



R^tport Number 

Pj()# pi 



Certified Cofr«i 



Date 



Fir.inrp Officer or Atjthnrtf pd ReprflVMii.it iv*^ 




^1' 
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INSTRUCTIONS FOR COMPLETING FORM 



A, 



General Information. Complete as indicated. 

Cdlumnijl )- (4) Uieldtoit approved copy of Project Budget ai amended to complete. 
Column (S) Complete by uiing total Project expondJtum at of the date rtported above 

Column (6) Complete by tubtracting column (5) from column (4), 

Complete by reporting all current expenditure,. Enter the difference betv^en the amount ihown in column (5) 
00 previout report and column (S| of thii report 



Column (7} 



Itemi (8)* (10) 
Item (41 



Complete on )a,t page only as indicated- The Totah column muit repreient the complete ,tatui of the proiect 
Have Certification ligned by finance officer or authorized ropretentativa on lait page only. 



cation. 




^i^^ State of Florida 



Department of Education 
|| Tallahaiwe, Florida 

Ralph D, Turlington, Commitiioner 
An Aqual opportunity amploy«r 
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Toui Appro. L*J P^oi^;cl^ 



FLOKIDA DEPARTMENT Of^ EDUCATION 
MorUhly Report of f'inanci^il TranvicIforU 
CETA Kondi 



Diiic of Report rrcp<ir<ituin 



1 . Proiccl Nurtitwf 


2. District/ AKcncy 




3, A<rfncv Address 


4. City or Town 


5. County 


6. Aijcncy NtimbCr 7. StjIC 


8. Zip Code 


Telephone No* 


10. Proicct Approval Dite 


1 L RcportingPffiod 


12* Tcrmmation Date of Project 



1L SUMMARY OF FINANCIAL ACTIVITIES 



Contract 
iCoit C;jicgory 


(A) Budget 


(B) Total ExpenditufC 
To Date 


(C) ExpenditOfe 
Thii Report 


(D) Corrent 
Obligaiton 


(E) Budget 
Balance 


I . AdmintMfaiive 
Cost 












2. Triin.ngCoit 












3. Services to 
Clienli 












4. TOTAL 
COSTS 













CERTIFICATION STATEMENT 

I hereby certify that I have reviewed the financial data above and that the itemi ihown therein are properly cJa^iified according to 
ihii DtitrictVAgency'i current program tjudgei* 

Certified Correct Date 



INSTRUCTJONS 

ItL Surnrnary of Financial Aciiviliei: 



Name TVped . 
Title 



A. Budget Colomn: 

Thii column mu^t agrM ^* an your DVE 429, which ii vour budget. At no time can you adiuit between the 
coit catagoriei without prtor approval from the Vocational Division, State Department of Education. 

B. Total Expenditures to Date Column: 

Add totah from this colomn In prior report and column {C), "'ExtMnditures this Report'* coiumn ot this 
report. 

C. Expenditures this Report Column: 

Enter actual cash disbor^ments for each coit category for the curreM reporting period* 

D. Current Obligation Column; 

Enter total of encumbered obligations at the end of reporting month* 
To not include salaries or fringe benefits* 

E. Budgft Balance Column: 

Subtract colum^ {B)/*Totat Expenditures to Date" and column (D) '^Current Obligations", from column (A) 
'*Budget'\ (* 



THIS REPORT IS DUE EACH MONTH AND NOT LATER THAN THE FIFTEENTH (ISthl OF THE MONTH FOLLOWING 
THE MONTH BEING REPORTED. 

Suit FioTidt 

Submit aJI completed FA*400Form* in Duplicate to: Department of Education 
rA^oo Comptroifer ''^^J^ 



Tallahassee, Ffortda 32301 
B.52 



FLOniOA OEPARTMENT OF EDUCATION 
AtluH intl Community Etluciticn Section 



ADULT EDUCATION ANNUAL REPORT 
INTRODUCTION 

Tho principal purpose of this report is to allow the State of Florida to use the information lound \n tha 
inclosed tables for planning purposes. The report serves as a standardized data collection format for use 
by all district school boards, And as i feeder for the AduU Education Annual Performance Report to 
the U.S. Office of Education. The collected information is used to publish reports and to respond to in- 
quirieSf and Is used js a program toot by the Department of Education to assess adult education pro- 
grams tn Florida. Such information provides a basis for changes In State policies, redirection of resources, 
and provision of various forms of assistance to district school boards. 

Table 1 is concerned with the age, sex, and ethnic characteristics of the population served by adult educa- 
tion programs in Florida. 

Table 2 deals with instructional levels, program completions^ the number of participants who separated 
from the programs, and their reasons for separating^ 

Table 3 pertains to the number of participants by location of classes^ and with the number of day and 
evening classes in the program. 

Table 4 requests informatton on the impict of the adult education program on program participants. 

Tabte Sis related to staffing patterns of paid local personnel and the number of personnel in the adult edu- 
cation program staff who are participating in inservice programs. 

Table 6 pertains to the distribution of grant expenditures to supplement basic and secondary programs for 
institutionalized and noninstitutloniliz^ aduit students. 

The alignment of data in the tables permits the Stite Administrator to look at the overall performance of 
individual programs in comparison to the State program. For this report to be of maximum value, it is 
essential that the information provided be accurate^ 

This report is due to the Administrator, Adult and Community Education Section, Department of Educa- 
tioni Tallahassee, Florida 32301, not later than August IS, 19 . Dne signed original and two cupies 
are required. Further payments or other benefits under the Adult Education Act may be withheld unless 
this report Is completed and filed in a timely manner. Assistance in preparing this report is available from 
the Adult and Community Education Section. 



ESE 333 
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ADULT EDUCATION ANNUAL REPORT 



Pagu 2 



GENERAL 



At th« top of page 3,enter the nima of the reporting «gency, the reporting date, the signature of the aduft 
education director, and the director's specific title. 



TABLE 1 , Report the population that is being served by adult education classes conducted by the agency 
with Federal* State and/or focaf funds under Public Law 91*230, as amended. It should mcfude partici- 
pants from other Federal programs, such as CETA and WIN, for whom any direct services are being pro- 
vided at clearly additional cost to the program (e.g. when an influx of 40 WIN participants would neces- 
sitate operating 2 or 3 extra classes). Every participant who completed 1 2 or more hours of instruction 
during the fiscal year should be included in this table. 

A participant's a^e is to be reported as age at time of first class attended during the fiscal year. 

The total number of adult education participants reported in Table 1 , Line 4, of Total Column ( I ) should 
a9ree wHh the total figure shown on Table 2, Part A, Line 4, Column (b). 

The racial/ethnic destgviatiovisdo not demote ^ientific definition or anthropological origins. For the pur* 
pose of this report, an enrollee may be included in the group to which he or she appears to beiong, iden- 
tifies with, or Is regarded in the community as belonging. However, no person should be counted in more 
than one rac ial/athn k group. The manner of collecting the racial/ethnic information is teft to the discre- 
tion of the agency, provided that the system which is established results in reasonable accurate data. De- 
finition of racial/ethnic categories are as follows-. 

a. White, Non -Hispanic: A person having origins in any of the original peoples of Europe, North Afri- 
ca, or the Middle East. 

b. Black, Non^Hispanic: A person having origins in any of the Black racial grouPs of Africa. 

c. Hispanic-. A Person of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish 
culture or origin, regardless of race. 

d. Asian or Pacific Islander: A person having origins an any of the original people of the Far Cast, 
Southeast Asia, the Pacific Islands, or the Indian Subcontinent. This area includes, for example, 
China, Japan, India, Korea, the Philippine Islands, and Samoa. 

e. American Indian or ATaskan Native: A person having origins \n any of the original peoples of North 
America and who maintains cultural identification through tribal affiliation or community recog^ 



PART I --STATISTICAL 
Table 1 Instructions 



nition. 
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ADULT EDUCATJON ANNUAL REPORT 
Fhcal Year 19 



Page 3 



Nacne of District/ Agency 



Signature of Local Adult Education Director 



Date of Report 



Title 

PART I - STATISTICAL 



Table K 


Number of Adult Participants by Race, Ethnic Group, Age, and Sex 








Age 


White 
Non^Hispanic 


GUck 
Non*Hispanic 


Hispanfc 


Asian/Pacific 
Islander 


American Indian/ 
Alaskan Native 


TOTAL 


(a) 


Male 
tb) 


Female 

to 


Male 


Female 


Male 

tn 


Female 

(g) 


Male 
th» 


Female 
(i) 


Mate 
(J) 


Female 


(0 


MS-44 
























2.4S-64 
























3.6S + 
























4. Total 
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ADULT EDUCATION ANNUAL RtPOnT 



TflblQ 2 Instructions 



TADLE 2. Connbincs innportant data on starting] revels, connpletions, ind separations. As wUh Tablo I , 
only participants who attended \ 2 or trtore hours of instruction dkirin<] the liscal year shoviid be reported. 



Line 1, Elementary, is equivalent to O^isic Education as defined by the DGP^rtnnent of Education wfi«tfi0r 
using grade level rneasures (1-8), APL measures, or Competency-based criteria. 

Line 2 is Secondary Education as defined by tfic State ngency wfietfier using gr.ide level measures (9-1 2), 
APL measures, or Competency abased criteria. 

Line 3, Ungraded, Includes instructional levels in wfiich the general nature and difflcuity of Instruction ts 
not organized on tfie basis ol grade and wfiicfi lias no grade designation or qrade-tevel standards. This fine 
may be used to report participants receiving instruction designed for persons of limited English-speaking 
ability, students in learning Ut^s, and students in homebased instructional settings. 

Line 4. Report the sums of Lines 1 through 3. 

Columns (b), (c), and (d). A participant's instructional level is to be reported as the level at the beginning] 
of the fiscal year or upon initial entrance into the program during the fiscal year. Count each student one 
time only. 

Completions. Report in Column {c)t Number Completed Each Level, the number of students who com- 
pleted the elementary level (Grades t-B), the secondary level (Grades 9-1 2)^ or the ungraded level during 
the fiscal year. Students who left the program during the fiscal year because they completed Level 1 or 
Level 2 should not be counted as separations, but as completions. Count completions one tirrte only. 
Students who completed both the elementary level and the secondary tevel during the fiscal year should 
be reported as completing the secondary level. 

Column (d). Number Separated From Each Level. Report the number of students who separated from 
the program before the coTtpLetion of the elementary level, the secondary leveL or the ungraded level for 
one or more of the reasons identified in Table 2, Part 6. 



Give the number of separations for Line 4, Cotumn (d). Part A., by the type of reason for separating from 
the program. Count separations one time only. For example^ a female who separated because she has a 
baby-sitting problem may be said to have a family problem. However, it is more accurate and useful to re- 
port her separation once under '^child care problems/* Reasons for separations have been delineated to 
show "positive** type reasons indicating certain program accomplishments, as well as problem-related rea- 
sons which may t^e amendable to State and/or Federal influence. For example* if health protilems show 
up significantly in a given area as a reason for separations, the State Administrator might encourage curri- 
culum emphasis on personal health care, hygiene^ and nutrition. 

The total figure reported in Line 4, Column (b) shoul agree exactly with the total reported in Table 1, Line 
4, of Total Column (I). 

The total figure reported in Column (d) should agree exactly with the total reported in Table 2, Part 8. 
Line 13. 



PART A; 



PART B: 
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AOULT CDUCATION ANNUAL REPORT 
Fhcal Yf»ar 19 



Namn of Dittf ict/A<)<>ncy 



T.ibic 2. P;irt«ctpant Progre^i and Separation Data by Instructional Levol 


Part A. Number of Participants 




Instructional Level 
0) 


NumberEnrolledat Each Level 
(b) 


Number Completed Each Level 
(c) 


Number Separated From 
Each Level 
(d) 


K Elementary (Grades 1-8) 








2. Secondary (Grades 9<1 2) 








3. Ungraded 








TOTAL 








Part B. Reasons for Separation 
(Give the number of ^eparatiom for IJne *f. Column (J)^ Part AJ 


1 , To take a job. (Unemployed when 
entered prOf^ram^.) 




8, Because of child care problems. 




2. To take a better job. (Employed when 
entered Program*) 




9. Because of family problems. 




3. Tq enter another training program. 




10. Because f time ''lass/progiam il 
scheduler. 




4, Has met Personal object^ve^ 




1 1 , For other known reasons. 




5. For lack of interest. 




\Z. For unknown reasons. 




G, Because of health Problems* 




13. TOTAL 




7, Because of transportation Problems, 
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Tablo 3 InstriicliDns 



TAOLE 3. Showtwh^re pjrticipjnts allendcd Ctjssos, the number of fulltime programs, and number 
of day jnd evenrng cljsses by lypc of classroom locjiion. As wilh Tjble 1, the jgoncy should rcpoil on 
every parlicipant who completed 1 2 or more hours of insi ruction during the fiscjl year. 

"School Buildings" can be either public or private. For purposes o1 this report, junior high school build* 
ings should be classified as secondary. 

"Learning Centers," for purposes of the adult education program and this report, nre adult instructional 
sellings featuring (1) exiensive use of programmed instruction, (2) flexible participant scheduling and at* 
tendance, (3) being open for extended periods of lime and on a daily basis, e.g., 9;00 a.m^ to S:00 p.m. 
In cases where learning centers are found in any of the other types of locations listed, participants should 
be counted 3s attendiog learning centers, not the olher types. 

"Correctional institutions" can be Federal, Slate, or local, and include youth offenders 16 years of age 
or older as well as adults, lomales are the only ones to be included io this category. 

"Hospitals" can be Federal, State, or tocal; mental Institutions are included. Hospital inpatients and out* 
patients are the only ones to be included in this category. 

"WorK*siles** can be public or private, as tong as they are operating places of employment for the partici* 
panls. If hospital or correctional ioslitution employees are trained 3t their respective job locationsi they 
would be counted under the "worK*site** category. 

"Slale/local Institutions for the Handicapped** can be public or private and include djy or residential 
schools that serve the physically or mentally handicapped adults 16 years of age or older. 

**Home or homebased*' instruclion, provided by a teacher or paraprofessionaL usually at the home of 
the student(s). 

"Other localioos'* would include those that do not fit into one of tho '^bove categories. Church and store- 
front locations are among those that woutd generally fall Into this category. 

For purposes of Ihis report, daytime classes are Ihose ending before S:00 p.m., and evening classes are 
those beginning after S:00 p,m. 



4 J ') 
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ADULT EDUCATION ANNUAL REPORT 
Fiscal Vear 19 



Nime of OiUdct/ Agency 



Tablfi 3. Number of Participants and Number of Daytime and Evening Classes by Type of Location 



Location of Classes 
(a) 


Number of Participants 
(b) 


Number of Daytime 
Classes 

(c) 


Number of Evening 
Classes 

(d) 


Number of Sites Operat* 
Ing Fulltime Programs 
(2S hours or more) 
(Unduplicated Count) 


L School 8uildin9 




■ ^ 






a. Elementary 










b. Secondary 










c« Community ColL 










2« Learning Center 










3* Correctional In^i. 










4. Hospital 










S. Work Site 










6, Other Locations 










a. 4 Year Colleges 










b. Home/Homebasec 










c. State/Local Initi. 
for Handicapped 










d. Other 










7. TOTAL 











'in 
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Table 4 tnftructior^f 



TABLE 4, Requlref data on imP^ict of the adult education program on the $ervke area. There arc 
eighteen queftionf which deal with the iUe of the Community^ the enrollment tn bafic and fecondarv 
adutt education program$» graduation from adutt education program$» importar^t re^il life acttvitte^ of 
adutt education program partfcipantf, ^ind fervicef provided for fpecial target groupf. 

Provide a duplicated count in thif table of program part ici pan t$; that '\U an ir^dividual participant may be 
counted in more than one item. PLEASE NOTE that if Ir^formattor^ for any queftion \i not available, 
indicate N/A In the block provided* 
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aoult education annual report 

Fiscal Year 1*3 



Nam« of Oistfkt/Agency 



St'lXtA L tNii lRUCTlON: If information for any question is not availthle^ indicate N/A in the Mock provided. 



Tabl« 4. Adult Education Program Impact Data 


Persons who: 


NO. of Persons 


L Are enrolled in an urban Adult Basic or Secondary Education Program (Community population 
Ov«r 100,000) 




Z, Are enrolled in a rural Adult Basic or Secondary Education Program (Communfty population un- 
der 2,500) 




3. Are on waiting lists to enter program. 




4. Completed Adult Basic Education Program through i-ighih grade level. 




5. Enrolled in Adult Secondary Education Program after completing Adult Basic Education Pro- 
gram, 




€. Graduated from Adult Secondary Education Program after starting in Adult Basic Education 
Program. 




7. Obtained jobs as a resuit of experience gained in the Adult Education Program. 




a. Changedto or were upgraded to a better job as a result of experience in the Aduit Education 
Program. 




9. Registered to vote for the fir^t time. 




lO. Received U.S. Citizenship. 




1 1 . Received fir^t driver's license. 




12. Received training in completing income tax forms. 




13. Are enrolled in Adult Basic Education Programs for institutionalized persons. 




14. Separated from Aduit Basic Education Programs for institutionalized persons. 




1 5. Are enrolled in Aduit Secondary Education Programs for institutionalized persons. 




16. Separated from Adult Secondary Education Programs for institutionalized persons. 




1 7. Ar<* enrolled in programs for persons of limited English-speaking ability. 




1 a. Separated from programs for persons of limited English-speaking ability. 





4 1 :> 
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Table 5 Instructions 



TABLE 5. Requires data on numbers of personnel and their futltime cqulv;i1cnce for five different cate- 
9ories. It also provides for Indkalion of the amoiint of State and/or local pre-'iervice or in-service adult 
education program -related training received by paid personnel during the Fiscal year. 

Column (a) definitions for staff personnel categories are: 

a. Administrative/SuPerxiiory: Those professionals who are responsible for program management, admin- 
istration, and supervision. 

b. Local Teachers: Staff assigned to guide and direct the learning experience of sludents in an instruciion- 
al setting, including responsibility for diagnosis, prescription, motivation^ and evaluation of the adult 
learner. 

c. Local Counselors: Staff assigned to perform the activities of assisting adult learners and of assisting in- 
structors to assist learners in making personal plans^ choices, and decisions in relation to education, ca- 
reer, and personal development. 

d. Local paraprofessional: Staff member who works alongside a professional and assists him or her, but 
who does not have full professional status^ e.g., teacher/classroom aide. 

In Column (b), count one time only each employee of the agency who being paid out of Federal, State 
and/or local adult education funds. Each employee shduld be reported in the personnel category where he 
or she does most of his or her work. Administrative and Supervisory Personnel" includes teacher trainers 
and curriculum^ counseling, and guidance specialists. 

If a person performs more than one staff function, report that person one time only, in the staff function 
in which most of his or her time is spent. 

H a position is vacated and subsequently filled during the fiscal year, report the position only once. 

in Column (c)^ convert the personnel in Column (b) into an equivalent number of fulltime personnelac- 
cording to the formula or method used by the agency in determining fulltime employment. 

'^State or Local Training" may include any Section 309 training, as well asin-service provided by educa- 
tional institutions, ft should include only that training that is clearly related to the program effort under 
personnel categories listed on page 7. Include in Table 4 information for only those penons who are paid 
from funds granted under the Adult Education Act. Please sperify the various formulas or methods used 
in each of the categories. Use a separate sheet of paper and attach. 



Table 6 Instructions 



Insert the amount of funds expended from the Adult Education Grant {30S) for each of the ca^f^gories 
indicated and for the total grant expenditure. 
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Page II 



Name of Agency 



Table 5. Number of Paid Personnel, by Location and Type of Employment, and by Amount ol Training 


Organizational Placement and Type of Job 
Performed 
(a) 


Paid Adult Education Personnel 


Total Number of Personnel 
(b) 


Equivalent Numberof FuM< 
time Personnel 
(c) 


Number Taking Training 


1. Local Administrative and Supervisory 
Personnel 








2* Local Teachers 








3, Local Counselors 








4. Local Paraprofessionats 








5, TOTAL 


1 







Table 6. Grant Expenditures by Program Category 


Program Category 


Amount 


1. Basic Education for Institutionalized Adults 


$ 


2, Secondary Education for Institutionalized Adults 




3. Basic Education for Non*lnstitutionalized Adults 




4, Secondary Education for Non*lnstituttonalized Adults 




5. Total Grant Expenditures 


$ 



PART II — NARRATIVE 



The agency may attach a narrative to this report to provide any additional information which is deemed appropriate. The 
narrative may cover the organization or operation of the program areas in which the agency feels that the program has par< 
ticular strengths or weaknesses, concepts which the agency believes to be unique or innovative, problem areas, or any other 
information which may be of value to the State Administrator or the U*S* Office of Education. 
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DEPARTMENT OF EDUCATION 
Ralph D, Turlington, Conmlssloncr 
DIVISION OF VOCATIONAL EDUCATION 
INDUSTRIAL PROGRAM 
TALLAHASSEE, flORIDA 



COSMETOLOGY PROGRAM REPORT OF CLASS ENROLLMENT, EXAMINATION. LICENSURE, AND FAILURE 
For class which was completed between Ouly 1, 19 and June 30, 19 
Complete one form for each class. 



Class 

Completion 
Data 


Total Nurriber 
of Students 
Enrolled In 
Class 


Number of 
Students Who 
Left Before 
Completing 
Class 


Number of 
Students 
Completing 
Class 


Number of 

Graduates 

Successfully 

Passing First 

State 

Board 

Examination 


Number of 
Graduates Not 
Passing First 
Examination 


Number of 
Graduates 
Not Taking 
State Board 
Examination 

















School Please Indicate types and numbers of 

students served. 

Address . 

High School Number of Students 

Post Secondary—-, Number of Students 

I ns true tor 

This form Is furnished by the Department of Education. Each county or junior college should request 
blanks as needed. 



DVE 393 



DEPARTMENT OF EDUCATION 
Ralph D, TurHngton» Commissioner 

DIVISION OF VOCATIOKAL EDUCATION 
INOUSTHIAL EDUCATION PROGRAM 
TALLAHASSEE, FLORIDA 



LIST STUDENT NME AND STATE BOARD OF COSMETOLOGY ENROLLMENT NUMBER 



STUDENT NAME 


STATE BOARD OF 
COSMETOLOGY STUDENT 
ENROLLMENT NUMBER 
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SubmitTo: FLORIDA DEPARTMENT OF EDUCATJON 
OIVISION OF VOCATIONAL EDUCATION 
KNOTT BUILDING 
TALLAHASSEE, FLORIDA 32301 

AmntJon: Pro|»ca and Qrana 



Stats Offset Ui« Only 

Pan. 

Pro)«ct No. 

Fund SoufC« No* 

AQ«ncv No, 



COMPREHENSIVE EMPLOYMENT AND TRAINING ACT OF 1970 - TITLE (I, SECTION 204 
SPECIAL PROJECT GRANT AWARO 

Fiical Pariod; Ff om To 



IDENTIFYING INFORMATION 

Nflma of $ub*Grante« t D k t ri ci/ In itituti on/ Agency) 

Addr«ii of Sub-Grantee iDiitrici/lnititution/ Agency). 



IL AMOUNT OF GRANT AWARD 



COST CATEGORY 


AMOUNT 


Adminiitntion 


$ 


Training 


$ 


S«rvic«i 


$ 


TOTAL 


$ 



III CERTIFICATION 

WE HEREBY CERTIFY THAT: 

Fundi in itta project grant award will b« u»d only to p.^yide vocational education training and lervicei for eligible participinti 
in accordance with applicable federal arvd state lawi, rulei and regulationi; all Programi will be conducted in ^cordance with 
goalie objectivei ar>d criteria in the Non-Financial Agreement; all fundi will be uied ^o extend or lupplement the local education^ 
al eHotf arvl, will be expended in accordant wtfh OePanment of Education Genml Termf md Condtt^on^ for Projecii anache^ 
hereto. 



Dirtf ict SuPAcintcnd^nt/Comm unity Coll«g« PfMid«nt/A««ncy Dtnctor District School Goifd Ch«irp*rton/Dirtnct Boanl Qf TrustMt Che^rp«rton 



STATE OFFICE USE ONLY 

Expenditurei For This Project May Not Exceed; $ 

Authorized: 



Dirtdor^ Division of VtKttiOiul Educition Cootdirx«t(>f , f>f (>l«ct| ind Gf ants 

OVE 429 *»M*'»»*oo*nun«y <™p'*>v*f 
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IMSTHUCTIONAL TELEVISION AND RADIO 




ITV-1 (CE 126) Schedulimj oF Videotapes 

This report provides schedule requests for videotapes from the 
Department of Education (DOE) library. The date the first lesson 
is needed and number of weeks each lesson is needed are data items 
indicoted. 




erJc 
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HIGHER EDUCATIONAL GENERAL INFORMATION SURVEYS (flEGIo) 



This set of reports has been provided for a number of 
years on a voluntary basis* It has been dependent upon 
the good will and cooperation of the institutions of higher 
education* This is in contrast to The OCR Survey which 
represents a mandatory set of reports. 

Because of the similarity of certain information collected 
in both surveys, HEGIS has now become the collecting agency 
for these types of information. "Fall Enrollment and Conip- 
Mance Report of Institutions of Higher Education'* and 
"Degrees and Other Formal Awards Conferred", OE Fv.rm 2300-2.3 
and OE Form 2300-2,1, respectively, are used in both surveys, 

2300-1 Institutional Characteristics of Colleges and Universities 

This form is a computer printout from HEGIS that displays 
information previously submitted about community colleges. 
Contained in it are institutional characteristics provided 
in the previous yearns survey* The community college is 
requested to provide only changes since the previous sub- 
ifiission* Among data items contained in the printout are: 
community college name and address, accreditations, type 
student body, calendar system, degrees offered, type of 
programs and administrative personnel by name and rank, 

2300-2.1 Oeqrees and Other Formal Awards Conferred 

This form (Part C only) provides information about degrees 
and awards to students based on less than 4 years of work 
beyond high school Associate degrees and other formal 
recognition are indicated by race/ethnic group and by sex 
for each major curriculum category. This information is 
collected on behalf of The OCR Survey as well so that 
collection takes place only once. 

2300-2.3 Fall Enrollment and Compliance Report 

This form reports information about enrollments (headcount) 
according to race/ethnic group and by sex. Both full-time 
and part-time students are included* As with OE Form 2300-2.1 > 
this information is collected on behalf of The OCR Survey as 
well * 

2300-2.8 Residence and Migration of College Students 

This information is collected on an irregular basis. 
It reports by "home state' the number of credit students by 
various categories* These are; first-time freshmen, transfers, 
and unclassified* These categories are further reported by 
part-time and full-t^me* ^ 
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23QQ-3 Salaries. Tenure, and Fringe Benefits of Full-Tlmo 
Instructional Faculty 

The report provides information about employees in institutions 
of higher education relative to; 
a* resource categories by sex 

b, salaries of selected administrators by sex 

c. salaries and tenure of full-time instructional faculty by sex 

2300-4 Financial Statistics of Institutions of Higher Education 

The report provides financial information about institutions 

of higher education. Six basic types of information are 

reported. These are: 

a. current revenues by source 

b* current expenditures and transfers 

c* capital outlay assets 

d* indebtedness on capital outlay items 

e. endowment details 

f* changes in fund balances 

The following additional information is collected from 
all public institutions: 
a* revenues 
b* expenditures 

c* debt outstanding, issued and retired 
d* cash and security holdings 



2300-5 College and University Libraries 

This report reflects information about the library function 
in terms of numbers of books, library staffing by sex, library 
operating expenditures and related items* In addition, the State of 
Florida collects information having to do with audio/visual 
media and staffing by educational level (Bachelor's degree 
or less and graduate degrees)* 

2300-B Adult/Continuing Education: Noncredit Activities in 
Institutions of Higher Education 

This report indicates the number of headcount enrollments 
(registrations) in noncredit adult/continuing education 
programs* Information is collected by academic unit and 
field of study. 



ERLC 
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iMt OFriCt; FOR CIVIL RIGflTS ANNUAL SURVEY OF PROGRESS IN 
IMPLLMENTING STATE-WIDE ftlGflER EDUCATION DESEGREGATION PLANS 

(THE OCR SURVEY) 



This sot of rodoral reports is required by the Office 
for Civil Rights of the U, S. Department of Education. 
An "as of" date in October is used for term data and the 
prior academic year is used for annual data- Individual? 
in all reports are classified by the race/ethnic groups 
to which they belong and by sex. Forms must be carefully 
reviewed before completing and one is cautioned not to use 
old forms since changes occur from year to year. The OCR 
4000 Series was used in the Fall of 1978 covering that term 
for some forms and the 1977-78 academic year for other forms, 
The OCR 5000 Series was used in the Fall of 1979. 

Following is a brief description of each report form required 
in this series; 

EEO-6 Higher Education Staff Information 

This form is substituted for Ala and is used to report data 
on all full-time and part-time staff members* both professional 
and support. Part V is added to gather necessary data not 
provided for on the basic EEO-6. Salary data and contract 
length are reported for all staff and tenure and academic rank 
are reported fcr professional staff. 

Alb New Employees in Institutions of Higher Education 

This form reports all new employees hired during the twelve 
months preceding the October "as of" date. Tenure and 
academic rank are required for the professional staff. No 
salary data are required, 

A2 Employees of State Agencies of Higher Education 

This form covers the professional and non-professional 
employees of State agencies and governing boards for higher 
education. The data collected refers to the number of 
full-time and part-time employees by racial/ethnic identifica- 
tion* sext and occupational activity. Both total employees 
and new hires (in last twelve months) are included. 
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/\3 RotircmentS i Rps ignations , and DismisstH soF Jjiiployous 

in Instituffons' bf Higher Educotion 

This form reports all rotirements> resignations, and 
dismissals for full-time professional employees for the 
twelve months preceding the October "as of" date. 
Academic rank and tenure status are required. 

M Promotion of Employees in Institutions of Higher Education 

All promotions of full-time professional employees are 
reported by academic rank and tenure status, 

A5 Composition of Governing Boards forjUiljier Education 

All college trustees are reported according to the length 
of term and according to the method of appointment. 

Bl Applications^ Acceptances, and Actual Enrollment 

This form is concerned with the number of individuals 
who apply for admission as students > the number of applicants 
who were accepted, and the number of acceptances who actually 
enrolled during the given Fall term. These individuals are 
classified as first-time-in-coUege or transfer students, 
county (attendance area) residents, out-of-county but in-state 
residents, out-^of -state but within the United State residents^ 
and non-resident aliens. 

2300-2.3 Fall Enrollment and Compliance Report 
(Refer to HEGIS 2300-273T 

B3 Financial Assistance to Students in Institutions of Higher 

Ed ucation 

This form reports all individuals who apply for financial 
assistance and, of this group> those who actually enroll. 
Further data are reported on those who actually receive financial 
assistance in the categories of grants, loans, scholarships, and 
employment* Included are dollar amounts awarded^ the number of 
awards made> and the number of unduplicated recipients involved. 

2300-2*1 Degrees and Other Formal Awards Conferred 
(Refer to HEGIS 2300-2TTT 
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CCMIS TASK FORCE MEMBERS 
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CCMIS TA SK rOR C L MEMB CRS 



Mr. Edward Allen 

Dr, G. Thomas Deldino 

Dr. Robert E. Eberley 

Ms . Lindd Lin ien 

Mr . Steve Megregian 

Dr. Eric R. Mills 

Mr. Robert L. Ritterhoff 

Dr* Joyner Sims 

Ms. Mildred W, Suttle 

Mr. Lee P. Young 

Dr. Frederick W. Atherton 

Dr. Martha Chang 

Mr. Jack R, Eberley 

Ms. Loyce Farr 

Mr. Robert L. Schmalfuss 
Mr. Harry L. Rudy 



Division of Public Schools 

Santa Fe Community College 

Manatee Junior College 

Miami -Ddde Community College 

Brevard ConnTiunity College 

Florida Junior College at Jacksonville 

Central Florida Community College 

Chipola Junior College 

Palm Beach Junior College 

Valencia Community College 

Division of Community Colleges 

Commissioner's Office 

Division of Community Colleges 

Office of Educational Facilities 

Construction 
Division of Vocational Education 
Division of Community Colleges 
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APPENDIX D 
FACILITIES INVENTORY UPDATE EXAMPLES 




Types of Number CtMnqe Trnnsactions 
File 1: Site Fil e 

Only one type of number change transaction is possible in the site file. It 
applies to a site nu)»ber» 

a. Change one site number to another site number^ Indicate file number K 
existing site number and new site number. 

Example la; 

File Existing Key Element New Key Element 

Number STte Facil i ty Room Suffix Site Faci 1 i ty Room Suffix 

1 3 10 

Site number can be switched simultaneously. May also need to change site 
number in facility file 2 and room file 3 (See examples 2c and 3g). 

File 2: Facility File 

Four types of number change transactions are possible in the facility file. One 
applies to a facility number, two apply to a site number and one applies to both 
a site number and a facility number, 

a. Change one facility number to another facility number (site number stays 
the same) , 

Indicate file number 2, existing site number, existing facility number and a new 
facility number. 

Example 2a: 

File Existing Key Element New Key Element 

Number Site Facil ity Room Suffix Site Facility Room Suffix 

2 6 42 71 

Facility numbers can be switched simultaneously. May also need to change 
facility number in room file 3 (See example 3e). 

b. Change the site number for one facility to another site number (facility 
number stays the same). 

Indicate file number 2, existing site number, existing facility number and new 
site number. 

Example 2b; 

File Existing Key Element New Key Element 

Number Site Facility Room Suffix Site Facil Uy Room Suffix 

2 4 12 5 

May also need to change site number for the facility in room file 3 (See 
example 3f)- 



c. Change* the site number for all facilities on that site to aaothor site 
number (facility numhors stay the same). 

Indicate file number 2, existing site number and new site number. 

Example 2c : 

File Existing Key Element New Key Eleme nt ^ 

Number Site Facility Room Suffix Site Fac ili ty R oom S u rf i _ x 

2 8 1 

May also need to change site number in site file 1 and room file 3 
(See examples la and 3g). 

d. Change both the site number and the facility number for one facility to 
another site number and another facility number. 

Indicate file number 2, existing site number, existing facility number, new site 
number and new facility number. 

Example 2d: 

File Existing Key Element New Key Element 

Number Site Fad 1 i ty Room Suffix Site Facil i ty Room Suffix 

2 7 28 g 16 

May also need to change site number and facility number in room file 3 
(See example 3h) . 

File 3: Room File 

Eight types of number change transactions are possible in the room file. Three 
apply to a room number and/or a room-number suffix, two apply to a facility member, 
two apply to a site number and one applies to both a site number and a facility 
number. 

a. Change one room number to another room number within the same facility 
(site number and facility number stay the same). 

Indicate file number 3, existing site number, existing facility number, existing 
room number and room number. 

Example 3a: 

File Existinj^ Key Element New Key Element 

Number Site Facility Room Suffix Site Facility Rom Suffix 

3 2 64 783 378 
Room numbers within one facility can be switched simultaneously. 



b. Change one room-number suffix to another room-number suffix within the 
group of suffixes for the same room number (site number, facility number 
and room number stay the same). 

Indicate file number 3, existing site number* existing facility number, existing 
room number, existing room-number suffix and new room-number suffix. 

Example 3b; 

File Existing Key Element New Key Element ^ 

Number Site Facil i ty Room Suffix Site Faci 1 i ty Room Suffix 

3 9 56 810 P Q 

Room-number suffixes within the group of suffixes for one room number can 
be switched simultaneously. 

c. Change a room number and room-number suffix combination to another room 
number and room-number suffix combination within the same facility (site 
number and facility number stay the same). 

Indicate file number 3, existing site number, existing facility number* existing 
room number, existing room-number suffix, new room number and new room-number 
suffix. A blank new room-number suffix deletes an existing suffix. 

Example 3c: 



File Existing Key Element New Key Element 

Number Site Facil ity Room Suffix" Site Faci 1 ity Room Suffix 



3 8 49 725 0 427 G 

3 6 31 432 Z 432 



Room number and room-number suffix combinations within one facility can be 
switched simultaneously. 

d. Change the facility number for one room to another facility number (site 
number, room number and suffix stay the same). 

Indicate file number 3, existing site number, existing facility number, existing 
room number and suffix and new facility number. 

Example 3d; 

File Existing Key Element New Key Element 

Number Site Facility Room Suffix Site Facil ity Room Suffix 

3 5, 91 218 19 
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e. Chonoe the focility number For all rooms within that Facility to another 
Facility number {site number, room numbers onci suFfixes stiy the same). 



Indicato file number 3, existino site number, exifpting facility number and now 
Facility number. 

Example 3e; 

File Existing Key Element N o w K e y Element ^ 

Number Site Facil ity Room Suf fTx Si te FacTlity Room Suffix 

3 14 8 

May also need to change facility number in facility file 2 (See example 
2a). 

f. Change the site number for all rooms in one facility to another site number 
(facility number, room numbers and suffixes stay the same). 

Indicate file number 3, existing site number, existing facility number and new 
site number. 

Example 3f: 

% 

File Existing Key Element New Key Element ^ 

Number Site Facil ity Room Suffix Site Facil ity Room Suffix 

3 7 35 2 

May also need to change site number for the facility in facility file 2 
( See example 2b) . 

g. Change the site number for all rooms on that site to another site number 
(facility numbers, room numbers and suffixes stay the same). 

Indicate file number 3, existing site number and new site number. 

Example 3g: 

File Existing Key Element New Key Element ^ 

Number Site Facil ity Room Suffix Site Facil ity Room SuffT7 

3 6 ^ 1 

May also need to change site number in site file 1 and facility file 2 
(See examples la and 2c}. 



h. Change both the site number and the facility number for all rooms in one 
facility to another site number and another facility number (room numbers 
and suffixes stay the same). 

Indicate file number 3, existing site number, existing facility number, new 
site number and new facility number. 

Example 3h: 

File Existing, Key Element New Key Element 

Number Site Faci] 1 ty Room Suffix Site Facil i ty Room Suf f"T7 

3 4 90 3 50 

May also need to change site number and facility number in facility file 2 
(See example 2d). 
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Fceclbdck System 



The Feedback System is i\ clata processiny system that combines information 
from the coimnuni ty colleges* the Strii-^ University System, and the Florida 
Department of Labor and Eidployment: L^ecurity, to produce a report indicating 
the status of community college graduates. 

The community colleges are encouraged, but not required, to participate. 
However, while there has yet to be 100'^. participation, no college has joined 
and then dropped out. The major benefit of the system in terms of reports 
sent to the Division is its use in completing the AA-2 (Section 16). The AA-2 
report requires the status of previous years graduates in terms of employed 
in field related to community college major, employed in unrelated field, 
continuing education, unemployed, not in labor force, or status unknown. The 
Feedback System can tell a college if its graduates are continuing their 
education in the SUS or are employed in Florida. The limitations include no 
data fi^om private or out-of-state educational institutions and the use of 
Standard Industrial Classification (SIC) codes in relation to employment. 
These codes tell the industry of the employer rather than the actual job of 
the employee. 

Some of the colleges are beginning to use the results of the System to produce 
information on percent employed by college major and starting salaries for 
different occupational fields. There is also good potential in terms of 
counseling students concerning career choices for a given area. 

The following page indicates the data requested from the community colleges. 
Only the social security number of the student, the colleges' FICE code, and 
student type are required. The other data items allow the results to be sorted 
by major, race, and sex. This information is very useful for state reports 
and in house work. 

The procedure has been of value to those colleges participating and is constantly 
being refined as information on ways to use the results are received by 
the Division. 
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MACHINE RECORDS' FORMAT 



Field Characteristics: 

A s= Alphabetic only 

A/N = Alphameric 

N = Niimeric only 

z = Zoned numeric 

P = Packed decimal 

R = Riqht justified with 

leading zeros 
L ^ Left justified 



Pago 



Da to ! 



of 



Data Description 

This data is the cominunity college input to 
the Feedback Svsttnu Of the seven fields* 
three - SSN» FICE and TYPE are required. The 
other four - RACE* SEX* MAJOR and KOURS are 
optional , 



I tern 


From 




Field 


?ield 


Field Description 


MO. 


To 


Size 




Name 


1 












2 


10 


1 


A 


RACE 


HEW Race Code (Optional) 












A = Asian or Pac» Islander 












I = Am, Indian or Alaskan Native 












B - Black (Not of Hispanic origin) 












H = Hispanic 












W = Am- White 












0 = Non-resident Alien 












X = Not reported 


3 


11 


1 


ft 


SEX 


Sex of student (Optional) 












M = Male 












F = Female 












X " Not reported 


4 


12-19 


8 


N 


MAJOR 


Full 8-digit ICS Code of student's major 












(Optional ) 


5 


20-23 


4 


R 


HOURS 


Credit hours earned or accumulated by student 












at reporting institution (Optional) 


6 


24-29 


6 


R 


FICE 


FICE number of reporting institution 












{Required) 


7 


30 


1 


ft 


TYPE 


Code for completers and leavers (Required) 












A - Completers 












B - Leavers 
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APPENDIX F 
UPDATE DISTRIBUTION FORM 
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R(}Cipicnts of the CCMIS Procedures Manual 




f !^(1M : 



Harry Kudy yi^M^^ 



SUBJECT: Updates to the CCMIS Procedures^Manuul 



As the need occurs* updates to the C^MIS Procedures Manual will bo 
prepared ond distributed to Manual holders who wish to receive theni. 
In order to be sure that updates are distributed properly* please 
complete and return the form provided below. This information will 
be used as the basis for a CCMIS Procedures Manual Update distribution 
list. 



Update Distribution Form 



CCMIS Procedures Manual 



Please send updates to the CCMIS Procedures Manual to; 



Name; 



Col lege : 



Return to: 



Bureau of Research and Information Systems 
Division of Community Colleges 
Department of Education 
31D Collins Building 
Tallahassee* Florida 323D1 



